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UNIT I

YOUR PURPOSE(S) AND YOUR READER(S)  (page 12 in the textbook)

Exercise 1:

Where is the purpose in the introductory paragraphs of Chapter 1, The World Economy in 2001?  


Three years after the 1997 – 1998 turmoil in international financial markets, the world economy finds itself amidst another major turbulence.  Unlike the earlier disturbances, the present downslide in economic activity originated in developed countries, in the first instance in the United States.  It was policy induced and its driving force has been adjustments to real-sector imbalances, largely overinvestment, or rather unsynchronized, investments in information and communication technology (ICT) in producer as well as user sectors.  Whereas the amplitude, depth and speed of the downturn appear to differ from the comparable features of the earlier global crisis, and indeed previous cyclical downturns, the pronounced contraction in aggregate demand in major developed countries is having similar transmission effects, in the first instance through trade and finance.  Also secondary negative effects emanating from the impact of the present uncertainty about the duration and depth of the economic slowdown on financial markets, including the volume of capital flows available to finance current account deficits of developing countries and the conditions at which such finance is presently being offered, are weighing on levels of economic output that can be sustained under the prevailing circumstances.


Whereas the slowdown in exports from the developing countries originated unambiguously in the rapid deceleration of investment demand in the United States, as usual the cause-and-effect relationship between exports and growth is more complicated than that.  For one thing, secondary effects from the deceleration in exports are propelled from shrinking GDP growth to reductions in import demand, which in turn compress feasible exports of partner countries, at least at the aggregate level.  Furthermore, the slowdown has been unfolding in the context of considerable uncertainty in financial markets, which makes it more costly, and more difficult as well, to finance external deficits.  These mutually reinforcing processes are exerting stronger impacts for countries more completely integrated into the global economy through the various trading and financing links that have underpinned the rise in the degree of globalization of the world economy, especially during the 1990s.

INTRODUCTIONS  (page 12 in the textbook)

The Beginning Stages:  Getting clear instructions

[image: image1.wmf]
Exercise 2:

When we are first instructed to write a report, it’s important to know the right questions to ask to clarify our task.

Imagine that you receive instructions to write a report about how to write a report for the United Nations.  What are some general questions you will have about the task?   Work with your partner and write some of your questions below:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Imagine that you have the very specific task of writing the introduction to the report.  What information will you need to know in order to write your introduction?  With your partner, brainstorm the questions you will need to ask and write them below.  You may want to review pages 23 and 31 of the textbook to help decide your questions.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


After receiving the answers to your questions (from your teacher), decide with your partner what the title of your report is going to be.  The examples and exercise on page 16 of the textbook may offer some guidance in this.  Write a possible title for your report below:

______________________________________________________________________________________________________________________________________

 Introductions (page 13 in the textbook)
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Exercise 3:

With the members of your group, read the three introductions to the report on page 13-15 in the textbook and discuss each in terms of the questions below:

1)
Is the introduction ‘labeled’ as an introduction’?

2)
Is the purpose of the report clear to the reader?

3)
Does the introduction contain all the essential information outlined on page 31 of the textbook?

4)
Are there any technical problems in the introduction (errors in grammar, spelling, word choice, word order, etc.)?

5)    Are there any sentences or phrases in the introduction that you particularly admire?
TYPES OF UNITED NATIONS REPORTS (page 9 in the textbook)

Exercise 4:
These are five types of United Nations reports:

1. Substantive research reports, such as Reports of the Secretary-General on human rights or social issues

2. Internal department reports

3. Public information reports

4. Mission reports

5. Technical reports

Which type do the following reports fit into?

A.
A report from UNTAET on the progress made so far on the rebuilding of houses and roads in East Timor

B. A report on the security situation in Kabul with recommendations for further action

C. A report on the most efficient and effective ways for collecting data in a certain country with a view to carrying out a census

D. A report in the Accounts Department on new ways to input financial data into the data-base

E. A report to the public on the work accomplished by UNICEF for a particular year

YOUR PURPOSE(S) AND YOUR READER(S) (page 12 in the textbook)

Exercise 5: 

These are some of the purposes of United Nations reports:

1. To recommend (e.g. a system or programme) or call for action

2. To educate or inform about the situation in a region or for a particular group of people

3. To persuade through logical argument

4. To present a theory and back it up with evidence 

5. To describe a procedure

6. To show what progress has been made (over time; geographically) in a programme since the last report 

What are the purposes of the following reports likely to be?

A. A report trying to convince the reader that flexitime would be more efficient and effective for the output of the Organization

B. A report explaining how to set up a survey mission in preparation for a two-year mission in Arcadia

C. A report describing the human rights situation in Arcadia

D. A report  proposing that new  photocopy machines  be installed

E. A report explaining the new goals that have been reached in the collection of statistical data since the last time of reporting

F. A report tentatively explaining why the computer system has not been working with examples of the problems encountered

Exercise 6:
On pages 13-15 and page 17 of the textbook, there appear the beginnings of four reports:

A. Question of Aging

B. An ECOSOC report

C. A  report to ICSC

D. A  report from the Secretary-General to  the  United Nations Commission on International Trade Law

Which of the  six purposes of United Nations reports on page 8 above are exemplified in these four reports?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

PURPOSE INDICATED IN THE TITLE (page16 in the textbook)

Here are two examples of titles:

Topic only:
The marine environment

Topic and purpose:
Protection and preservation of the marine environment

Exercise 7:
Write two titles for each of the reports below:

A. Question of Aging (page 13 of the textbook)

Topic only:

Topic and purpose:

B. An ECOSOC report (page 14 of the textbook)

Topic only:

Topic and purpose:

C. A report to ICSC (page 15 of the textbook)

Topic only:

Topic and purpose:

D. A report from the Secretary-General to the United Nations Commission on International Trade Law (page 17 of the textbook)

Topic only:

Topic and purpose:

 Exercise 8: (page 19 in the textbook)

You have been asked to write a report on a new network of word processors to be installed in a particular department to help the support staff share the workload.

1. Which of the six purposes of United Nations reports on page 8 above is exemplified in this report?

2. Write two titles for this report:

Topic only:

Topic and purpose:

UNIT II

REPORTS OF THE SECRETARY-GENERAL  (page 25 in the textbook)

Exercise 1:
1.
In the summary on page 26 of the textbook there is no title with topic only.  Write a title:

Topic only:

Topic and purpose:
Social situation of migrant workers and their families and guidelines for establishing social services appropriate to their needs

2.
Which of the six purposes of United Nations reports on page 8 above is exemplified in this summary?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

Exercise 2:
1.
Which of the six purposes of United Nations reports on page 8 above is exemplified in the summary on page 27 of the textbook?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Add two or three sentences to the last sentence of this summary in order to make the purpose more explicit.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Exercise 3:
Look quickly on the following pages 13(a)-13(d) at the summary of the report of the Secretary-General on strengthening of the United Nations: an agenda for change (A/57/387).

Now fill in the blanks.

There are two immediate problems:

1.
The summary, which consists of ______  pages, is too ________ , constituting, in fact, a _______ in itself.

2.       The summary is a longer _________  of the table of contents.

For the reader’s sake, we need to write a  much  _________  summary, trying to encapsulate the main ideas in a ______shell.

Exercise 4:
Fortunately, the Secretary-General wrote a letter introducing his new report and clarifying its main points.  See the following pages 14(a)-14(c).

Main Point

Underline a sentence in the second paragraph outlining the main purpose of the report.

Supporting points

Underline six sentences which show the ways in which the Secretary-General will achieve his  objective

Exercise 5:
Write a new summary of seven sentences for the Secretary-General’s report on strengthening of the United Nations: an agenda for change (A/57/387):

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

Exercise 6:
Change the table of contents of the report of the Secretary-General on strengthening of the United Nations: an agenda for change (A/57/387) on the next page 15(a), so that the headings and subheadings are parallel in structure.

TABLE OF CONTENTS (page 29 in the textbook)

Exercise 7:

Read through the headings and subheadings of the Table of Contents in World Economic Situation and Prospects 2000 on the next page 16(a).  Do headings and subheadings that are similarly identified have equal weight?  Are they expressed in parallel structures?  Does there seem to be an internal logic connecting the subheadings?  If not, can you recommend some changes by rewording some headings or subheadings?

Exercise 8:

Using headings to guide the reader



Any paper intended for study or reference gains from the use


of topical headings marking logical divisions of the subject.  In English,



the heading should not be treated as part of the text.  The text should be


complete in itself and the headings should serve only as an editorial 


device to indicate the structure of the text…



Topical headings should indicate concisely the subject discussed


in the text that follows.  They are usually nouns or phrases built about


nouns.  Headings and subheadings should be balanced in structure; for 


example, interrogative headings should not be interspersed among noun


phrases.  Moreover, a subheading should not repeat the wording of a 


heading.





(The United Nations Editorial Manual, Article E 2.)


Headings and subheadings guide the reader through the pages of  a report.

In shorter reports that have well-established formats and readers familiar with those report types, general category headings can work well.  In long reports, more specified headings should be used. 


How long should a heading be?  There is no rule.  Sometimes writers are overly

concerned about the length of their headings and lop off words to “tighten” them up.

Take a look at the chapter headings below.

I. INTRODUCTION

II. PROGRESS IN IMPLEMENTATION OF THE RESOLUTION

III. CONTINUATION OF PREPARATIONS FOR THE CONGRESS

IV. TECHNICAL COOPERATION IN CRIME PREVENTION AND CRIMINAL JUSTICE

V. CONCLUSION

What would happen if, in an attempt to make the headings briefer, the writer takes 

off the first few words of each?

II. IMPLEMENTATION OF THE RESOLUTION

III. PREPARATIONS FOR THE CONGRESS

IV. CRIME PREVENTION AND CRIMINAL JUSTICE

In each case, something important has been lost.


Headings should not only “fit” tightly with the texts that follow, they should also “fit” with each other.  Think about parallelism of both form and content:  headings at the same level of generality should ideally be parallel.  The following examples illustrate

headings that are parallel in form.

I. INTRODUCTION

II. COORDINATING A COMPREHENSIVE STRATEGY

III. DEVELOPING THE GLOBAL COMMUNITY

IV. EXPANDING PREVENTIVE DIPLOMACY, HUMANITARIAN ASSISTANCE AND CONFLICT RESOLUTION

V. CONCLUSION:  STRENGTHENING THE HUMAN FOUNDATION

Exercise 9:


Read through the subheadings from the first chapter of Integrated Environmental and Economic Accounting:  An Operational Manual.  Are they parallel?  Do they “fit” with each other?  Is there an internal logic connecting the subheadings?  If not, can you recommend any changes by rewording some of the subheadings?

I.   THE NATURE AND USE OF INTEGRATED ENVIRONMENTAL

AND ECONOMIC ACCOUNTING

A. Why include the environment in the national accounts?

1. Incorporating environmental assests in the national accounts

2. The contribution of the environment to economic performances and welfare-generation

B. Adjusting the national accounts

C. Using the results of integrated environmental and economic accounting

1. Environmental expenditures

2. Accounting for loss of environmental capacity

3. Adjusted accounting aggregates

4. Modelling of environmental and economic policies

5. Improved data collection and project appraisal

D. Conclusions

For your quick reference, the system of identification of headings and subheadings is outlined below.  For greater detail, see Article E 2.  TOPICAL HEADINGS AND SUBHEADINGS from The United Nations Editorial Manual.

Part One

TITLE OF PART CENTERED

I. CHAPTER HEADING CENTERED

A. First-degree subheading, centered and underlined
1. Second-degree subheading, centered and underlined
(a) Third-degree subheading, at margin and underlined
(i) Fourth-degree subheading, indented five spaces and underlined
a. Fifth-degree subheading, indented ten spaces and underlined
i. Sixth-degree subheading, indented fifteen spaces and underlined
Exercise 10:


Here is a first chapter heading from a typical United Nations report followed by first-, second-, third-, fourth-, fifth- and sixth-degree subheadings:


problems of industrialization


principal problems


basic materials


coal


sources of supply


operating mines


anthracite

Try to rewrite them in the correct format:


The correct format for headings and subheadings can be found in the United Nations Editorial Manual (United Nations publication, Sales No. E.83.I.16), pp. 209-211.



The Editorial Manual says on page 210 that "chapter headings should normally be identified by roman numerals, section headings by capital letters and subsections by arabic numerals. It is usually unnecessary to have further subheadings, but if the nature of the text is such that they would serve a useful purpose, they may be identified by the series (a), (b), (c) etc." 


Therefore, the correct format for the headings on the previous page is:


I.   PROBLEMS OF INDUSTRIALIZATION

     (centred)


A.   Principal problems


     (centred)


1.   Basic materials


     (centred)

(a)   Coal                                      

                                                                 (at margin)

(1)   Sources of supply                                                                                 (indented five spaces)

             a.   Operating mines                                                                              (indented ten spaces)
                   i.   Anthracite                                                                             (indented fifteen spaces)

The Introduction (page 31 of the textbook)
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Exercise 11:
Exercise on writing an “introduction’

Work with a partner and use the questions below as guidelines to talking about the introduction to one of your own reports or to the report on page 33 of the textbook:

1)
Is the purpose of the report clear to the reader?

2)
Is the mandate for writing the report indicated?

3)
Do we know whether or not the report is part of a series?

4)
Are the paragraphs numbered?

5)
Do the title and subtitle have appropriate centering and capitalization?

6)
Is the content appropriate to the introduction of a report?
UNIT III

BRAINSTORM (page 40 in the textbook)

Exercise 1:
Imagine you have been asked to write a brief analysis about the situation and prospects in a large and powerful country whose aged leader is ailing. You quickly make a list of the points you wish to make.  Then put them into logical order.

1.
This comparison is flawed

2.
Previously leadership was bitterly divided between radicals and moderates

3.
They say ailing health of aged leader is brewing power struggles between reformers and conservatives as in the last change of leadership

4.
The three fallen leaders of the reform era have either kept their political influence or their financial position

5.
Many observers believe history is about to repeat itself

6.
Current leader shares power with other officials and often has to compromise on key issues

7.
Intense jockeying for power produced a new leader who had no time to consolidate his power base

8.
Current succession arrangements in place for five years

9.
This could lead to period of instability as before

10.
Chosen successor has had time to build political support, both civilian and military

11.
This is essence of normal and peaceful politics and augurs well for a smooth transition of power
12.
There will not be a power vacuum as before

13.
Today leaders are rivals who negotiate and compromise, not 
political enemies at each other's throats

14.
During the previous leadership change there was no strong successor in line

15.
Now political rivalry does not present frightening prospects

16.
He was sandwiched between radicals and moderates

17.
Ending of revenge tactics and instituting more civil rules in the political game are among the achievements of the current leader

18.
Leaders now all share a commitment to economic reform and political stability 

19.
Before political life was brutal sometimes ending in death

The order of the original is as follows:

5.
Many observers believe history is about to repeat itself

3.
They say ailing health of aged leader is brewing power struggles between reformers and conservatives as in the last change of leadership

9.
This could lead to period of instability as before

1.
This comparison is flawed

6.
Current leader shares power with other officials and often has to compromise on key issues

12.
There will not be a power vacuum as before

14.
During the previous leadership change there was no strong successor in line

7.
Intense jockeying for power produced a new leader who had no time to consolidate his power base

16.
He was sandwiched between radicals and moderates

8.
Current succession arrangements in place for five years

10.
Chosen successor has had time to build political support, both civilian and military

2.
Previously leadership was bitterly divided between radicals and moderates

18.
Leaders now all share a commitment to economic reform and political stability

19.
Before political life was brutal sometimes ending in death

15.
Ending of revenge tactics and instituting more civil rules in the political game are among the achievements of the current leader 

4.
The three fallen leaders of the reform era have either kept their political influence or their financial position

17.
Now political rivalry does not present frightening prospects 

13.
Today leaders are rivals who negotiate and compromise, not 
political enemies at each other's throats

11.
This is essence of normal and peaceful politics and augurs well for a smooth transition of power
UNIT IV

THE TECHNICAL REPORT (page 60 in the textbook)

Exercise 1:
The Secretary-General has ordered an investigation into the alleged use of chemical weapons in Uralia.  What question do you think he will have in mind as he reads the report?

______________________________________________________________________________________________________________________________?

Read through the skeleton of the report below and underline the sentence which answers the question and which is the main point of the report.

I. METHODOLOGY

1. In order to carry out our task, we adopted as required the following methodology:

(a) Interviews  with government officials  in Uralia  in order to obtain information regarding the alleged use of chemical weapons; 

etc.

(What do you expect to read in the rest of this section?)

_________________________________________________________________________

II.   TYPES OF EVENTS  IN THE ALLEGED  USE OF  CHEMICAL WEAPONS  

5.   The team visited  the two  villages of  Firux and Kalati and found both to be in similar circumstances.  Both had been attacked sporadically, one mainly by artillery fire and the other mainly  by artillery rockets.  One had been almost deserted whereas the other was still inhabited.

etc.

(What do you expect to read in the rest of this section?)

_________________________________________________________________________

III.   ANALYTICAL  CHEMISTRY  ASPECTS

13.   One basis for the allegations of use of chemical weapons was results of chemical analysis of samples taken after attacks.  The Civil Defence  Laboratory in Uralia   had analysed  several samples of soil, shrapnel,  nails, etc., and in many cases obtained a  positive result  for the presence of cyanide ion.  In one case orto-chlorobenzylidenemaalononitrile  (CS) was identified.  No other chemical warfare agents had been detected  in samples  analysed at the laboratory.

etc.

(What do you expect to read in the rest of this section?)

_________________________________________________________________________

IV.   DISCUSSION

19.      From the first reports of the alleged use of chemical weapons the information was at best ambiguous.   The finding of cyanide ion in chemical analyses would only  under exceptional circumstances be associated with the use of  any of the two chemical warfare agents’ hydrogen cyanide and cyanogen chloride as both are extremely volatile.

etc.

(What do you expect to read in the rest of this section?)

___________________________________________________________________________

_____________________________________________________________________________________________________________________________________________________

(At this point in the report have you found the answer to the Secretary-General’s question?)

V.   CONCLUSION

23.   A   number of events were presented to the team as being suggestive of the involvement of use of chemical weapons.  However, all these events could also readily be explained by reasons other than chemical weapons;  furthermore, none of the events as described  to the  team agreed with a pattern that would be expected from an attack involving chemical weapons.

24.   In sum, no evidence of use of chemical weapons was  presented to  the team.

Exercise 2:
Write an introduction to this report, especially for the non-specialist reader, containing the main point.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Exercise 3:
The Secretary-General transmits the report on the alleged use of chemical weapons in Uralia to the Security Council accompanied by a note.  What questions do you think the Security Council will have in mind as they read the note?

__________________________________________________________________________?

__________________________________________________________________________?

__________________________________________________________________________?

Exercise 4:

Read through the skeleton of the Note by the Secretary-General and underline the sentences which answer the questions and which constitute the main points of the note.

REPORT OF THE MISSION DISPATCHED BY THE SECRETARY-GENERAL TO

INVESTIGATE REPORTS OF THE USE OF CHEMICAL WEAPONS IN

URALIA

Note by the Secretary-General

1.
In a letter dated 1 June 2002 from the Permanent Representative of Uralia to the United Nations addressed to the President of the Security Council, it was stated that the armed forces of Toravia had resorted to using chemical weapons …

2.
In identical letters dated 11 June 2002 addressed to the Secretary-General and to the President of the Security Council, the Permanent Representative of Uralia reported that 36 documents had been given to the fact-finding mission, some concerning results of the analysis of tests for use of chemical weapons carried out by the Ministry of Health of Uralia. 

3.
On 8 June 2002 the Permanent Representative of the Republic of Toravia addressed a letter to the Secretary-General in which he stated that the accusations concerning the use of chemical weapons by Toravia were completely untrue.  He requested that a group of competent experts be dispatched to the conflict zones to assess the situation.

4.
From the information provided to  the Secretary-General, it appeared that the incidents had occurred in April and May.  Notwithstanding the time that had passed and the ambiguity of the reports …. the Secretary-General decided that an investigation was warranted …

5.
For this investigation, the Secretary-General appointed a mission of three qualified experts …

6.
The experts appointed were: …

7.   The mission arrived in Uralia on 4 July 2002.  In the course of their  investigation, the members visited the areas of …

8.   The Secretary-General wishes to express his appreciation to the Governments of … for making available the services of the experts …

9.   In transmitting the report of the qualified experts to the Security Council, the Secretary-General notes that the experts have determined that no evidence of use of chemical weapons was presented to the team.

10.   … The fact that chemical weapons do not appear to have been used in the ongoing conflict between Toravia and Uralia is cause of much relief.  But the real solution to the dispute will only be found in the first instance by the end of the conflict and the re-establishment of sound relations between the States concerned.

Exercise 5:
Write an introduction to this note containing the main points.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

SAMPLE OUTLINES (pages 65-68 in the textbook)

On page 68 of the textbook there is a summary of methods of handling facsimile derived from the outline which precedes it.

Exercise 6:
Write a summary in similar fashion from the outline on page 66 of the textbook about adopting one computer system rather than another.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

UNIT V

LOGICAL ORGANIZATION OF DATA (page 80 in the textbook)

Exercise 1:


Imagine you have been asked to write a brief analysis about the situation and prospects in a large country where militants have been fighting for the independence of their region. You quickly make a list of the points you wish to make:

it seems that Ibrian government may hold provincial elections in Kalaria to solve political and military problems

Ibrian army has been fighting a war against militants

there have been reports of human rights abuses

chances of plan working out are not great but government is desperate to solve problem

recently government has released three prominent Kalarian politicians from prison

they are from three different nationalist parties

government hopes that prospect of attaining power will induce them to participate in elections

Electoral Commission has ordered that electoral rolls be updated

constituency boundaries are being redrawn

fair election may not be possible if militants threaten to kill voters

but government feels it is wearing down the militants and stemming their arms supplies

this could be over-optimistic

locals are disgusted with government and attracted by idea of  independence

international pressure is pushing search for solution

Boriland, Ibria's neighbour and rival, will raise issue of human rights violations at GA

election would probably be won by National List Party which has a good past

Ibrians would probably prefer to be ruled by a co-national rather than from Ibrian capital


In your analysis, you are expected to address the factors which appear below.  Put the above points under the appropriate headings which follow:

1.
Main point                                                   
2.
Recent changes in situation

(a)


(b)


(c)


(d)

3.
Causes and motives

(a)


(b)


(c)


(d)

4.
Implications and outcomes

(a)


(b)


(c)


(d)

5.
Available options

(a)


(b)


(c)


(d)

6.
Observations and recommendations

(a)


(b)


(c)


(d)

Exercise 2:
Here is another analysis.  Put the groups of  sentences into the categories to which they belong.

1.
What?/Recent changes

2.
Why?/Motives

3.
So?/Implications

4.
How?/Options

5.
But/Argument against

6.
Yes, but/Counter-argument

7.
So/Observations
A.
UN should participate in multinational observer force


It would monitor compliance with the treaty


It would strengthen early warning


It would underline support for peace

B.
Shaland needs peace to regain land it lost in the 2001 war


It also needs to gain access to capital and technology


Itralia needs peace as Shaland is its most powerful neighbour

This would lead to peace with its other neighbours and opportunities for regional commerce

C.
Precedents are good. Peacekeeping can contribute when the parties are committed to peace and able to enforce it

Threats to UN forces can be reduced by agreeing to send them only after a comprehensive peace is in place


Economic aid would involve some cost and risk, but peace is worth it

D.
Itralia and Shaland may soon sign a peace treaty


If so, should the UN put troops in the Rogal Mountains?


Yes

E.
UN military is stretched too thin to send a large and heavily armed force

F.
UN must be directly involved


It must guarantee peace and security


Borders must be open and countries in the area must be given economic aid


A military balance must be maintained

G.
UN presence would be meant to keep the peace, not make it


It would be made for a consensual environment, not a hostile one

Here is the original structure:

What?/Recent changes
Itralia and Shaland may soon sign a peace treaty

If so, should the UN put troops in the Rogal Mountains?

Yes

Why?/Motives
Shaland needs peace to regain land it lost in the 2001 war

It also needs to gain access to capital and technology

Itralia needs peace as Shaland is its most powerful neighbour

This would lead to peace with its other neighbours and opportunities for regional commerce

So?/Implications
UN must be directly involved

It must guarantee peace and security

Borders must be open and countries in the area must be given economic aid

A military balance must be maintained

How?/Options
UN should participate in multinational observer force

It would monitor compliance with the treaty

It would strengthen early warning

It would underline support for peace

But/Argument against
UN military is stretched too thin to send a large and heavily armed force

Yes, but/Counter-argument
UN presence would be meant to keep the peace, not make it

It would be made for a consensual environment, not a hostile one

So/Observations
Precedents are good. Peacekeeping can contribute when the parties are committed to peace and able to enforce it

Threats to UN forces can be reduced by agreeing to send them only after a comprehensive peace is in place

Economic aid would involve some cost and risk, but peace is worth it

UNIT VI

CLASSIC QUOTATIONSPRIVATE 

Exercise 1:

Check the quotation which you like the best and discuss with a partner:

1.

BE SELECTIVE.  BE CONCISE.  DON'T TELL SOMEONE WHAT YOU KNOW.  TELL THEM WHAT THEY NEED TO KNOW, WHAT IT MEANS, AND WHY IT MATTERS.


General David C. Jones, Air Force Chief of Staff

2.

THE GREAT ENEMY OF CLEAR LANGUAGE IS INSINCERITY.


George Orwell

3.

IN MATTERS OF GRAVE IMPORTANCE, STYLE, NOT SINCERITY IS THE VITAL THING.


Oscar Wilde

4.

EVERYTHING THAT CAN BE THOUGHT AT ALL CAN BE THOUGHT CLEARLY.  EVERYTHING THAT CAN BE SAID CAN BE SAID CLEARLY.


Ludwig Wittgenstein

5.

HAVE SOMETHING TO SAY, AND SAY IT AS CLEARLY AS YOU CAN.  THAT IS THE ONLY SECRET OF STYLE.


Matthew Arnold

6.
TO WRITE SIMPLY IS AS DIFFICULT AS TO BE GOOD


Somerset Maugham

7.
WELL BEGUN IS HALF DONE.


Anonymous

8.

I ALWAYS WRITE A GOOD FIRST LINE, BUT I HAVE TROUBLE IN WRITING THE OTHERS.


Moliere

9.

THE LAST THING ONE DISCOVERS IN WRITING A BOOK IS WHAT TO PUT FIRST.


Blaise Pascal

ADJECTIVES AND ADVERBS 

Exercise 2:

· Examining the use and abuse of adjectives and wording that can confuse…

Please note the underlined words in the sections of text that follow.  What other

words can convey the same meaning – only more clearly and, in some cases, more sensitively?

1.
As mentioned earlier, the common feature of strong ICT-related investment along with the ongoing economic restructuring in many of these economies, is likely to sustain

a fairly robust pace of further economic expansion.

2.
Whereas a pace of economic growth above 3 per cent is expected to continue for France and Spain, the economy of Italy is seen as remaining relatively laggard.  This stems in part from the considerable fiscal consolidation pursued in the run-up to the inception of the Economic and Monetary Union in 1999.

3.
Japan remains the laggard among the developed economies.  But a cyclical recovery has been in progress.

4.
Inflation:  rising but basically under control
5.
Global economic growth for most of 2000 continued to accelerate along the path

initiated in early 1999…By year-end, however, increasing signs of a slowing down in the pace of expansion were coming to the fore…Whether this slowing down signals a “soft landing” in major countries or a harbinger of a much more abrupt decline in economic buoyancy in major countries is at this stage difficult to ascertain.  On present evidence, the chances for an orderly unwinding of prevailing imbalances with a moderation in the sustainable pace of growth are better than the other outcome.
6.
Growth of private consumption demand continues to be relatively less robust,

as the large number of layoffs from the SOEs and other uncertainties related to reforms in the areas of housing and social welfare have adversely lead to lower income propensity to consume.
7.
…which integrates together independently developed national econometric models for a large number of countries and composite regions…

8.
With foreign reserves mounting to about $160 billion, the Chinese yuan has remained stable vis-à-vis the US dollar, and no devaluation is foreseen in the outlook, in spite of the ongoing debate on whether the current tightly managed floating rate should be relaxed somewhat.

9.
…and the associated tendency to reduce the size of their trade surpluses somewhat.

10.
In the first instance, the expected slowdown in some rapidly growing economies to a more trend-like pace should prompt a parallel reduction in rates of increase in imports.  The extraordinary import demand of the United States, for example, which has expanded at rates in excess of 10 per cent a year since 1997, is forecast to decelerate to an increase of 4.5 per cent in 2001 as the pace of growth of the American economy moderates significantly.

11.
…to understand the determinants of investment is very essential for stipulation and evaluation of macroeconomic stabilization policies and long-run development policies.

12.
In the long run, both the quantity and quality of investment are very crucial for determining the long-run growth path of an economy.

13.
A panoply of factors has contributed to the current recovery in many crisis-affected economies.

14.
If inflation rates in some of these economies could be further reduced, nominal interest rates could be brought down.  The leeway for, on the whole, a more accommodative monetary stance deserves to be especially carefully considered in developing countries that have recently moved from a fixed exchange-rate regime to a floating system.

15.
The corporate reform has been delayed and the implementation has faced many problems.  Foot-dragging, leeway seeking and backtracking appear to have been prevalent.  Corporate bad debts often turned out to be much larger than earlier estimates.  The unresolved corporate bad debt in Indonesia was recently estimated at about $100 billion.

16.
Monetary policies remained prudent in 2000 but more relaxed when compared to 1999.

Exercise 3:

Look at the following sentences and cross out any unnecessary adjectives or adverbs: 

1. Whenever I have met with you, I have expressed my earnest hope that a satisfactory 

      settlement of this case could be reached  

2. For its part, the United Nations will continue to lend Atlantis all the assistance it can through its various programmes and agencies

3. As you are aware, I am paying close, personal attention to the implementation of General Assembly Resolution AB/XY 

4. We must continue to urge the Utopian parties to demonstrate the requisite political will to ensure the full and timely implementation of the Declaration 

5. I am most grateful to His Excellency the Head of State for the warm greetings conveyed in your letter.  I am very much looking forward to meeting him again in the capital early next month.  

6. I am enclosing herewith the agenda for the meeting, along with some practical information and a factual background paper prepared by the United Nations

7. These two documents were very largely the product of earlier negotiations in Geneva and New York

8. The Council underlined the great importance of substantive progress towards a comprehensive political settlement during the next round of negotiations so that the Council might adequately consider the possible establishment of a considerable peace-keeping force in Panland

Now that the authorities are in possession of this information, it is my strong conviction that efforts to investigate and eradicate illegal armed groups should continue as a necessary prerequisite for the firm consolidation of peace and democracy to Utopia

UNIT VII

PARAGRAPH ORGANIZATION (page 101 in the textbook)

Exercise 1:


Underline the topic sentences in the following paragraphs. (A hint: they are not always located at the beginning.)

1.
At the time of our audit there was an accumulation of approximately 2000 pieces of "return mail" to be opened and returned to the senders. These items had been returned because the US Postal Service had classified them as "undeliverable to the addressee" (e.g. unknown, refused, insufficient address, etc.). While it is normally expected that a small percentage of mail will be returned from time to time, this large amount of undeliverable mail, for the most part due to "incorrect addresses", indicated to us that the senders need to update their mailing lists. We noted that during 2002 specific departments had been informed about the problem and the costs involved, but it is evident that the problem still exists.

2.
Our review disclosed that the staff member worked for DXY (programme account no. JIA-12345-ZZZ) from  1 September 2001 to 26 April 2002. Personnel Action form P.5 no. ABC-123 further confirmed our finding indicating allotment account as JIA-12345-678 and post no. JIA- 1234-A-B-C for the staff member. The payroll advice for the staff member also charged the same allotment account at DXY. We finally noted that by P.5 no. 456-789 the staff member was returned to DGH effective 27 April 2002 under allotment account no. UNA-34567-234 and post no. UNA-56789-F-Q. It is therefore apparent that the staff member did not work under programme account code no. JIA-45678-ZZZ.

3.
ABC management informed us that due to a shortage of qualified personnel, it was necessary to rely on prices shown in vendors' proposals. It should be noted that, in some cases, the same vendors whose proposed prices were indicated on the RESS were subsequently awarded the contracts. This system of awarding contracts to the same vendors who furnished the proposals is inadequate since it impedes the organization from the opportunity to avail itself of competitive prices. We are of the opinion that preparation of estimates should not be entrusted to outside vendors especially in cases when it is expected that those vendors may bid for the particular jobs. As far as in-house prepared estimates are concerned, ABC project personnel disclosed that those estimates prepared were based on an industry guide for certain types of projects and the computations were done on sheets of papers discarded after arriving at the total amount. 


4.
Our review of the project priorities for planning and design disclosed that they were not adopted in the programming and execution of the projects. As can be seen from Annex A, repair or replacement of window framing AB Building-East elevation, a sixth priority project, was not programmed nor executed while seventh priority projects such as emergency lighting - garage levels and new suction tank - 3B fire pump room were programmed and executed. Moreover, some projects programmed for this biennium had not been initiated as of the cut-off date of the audit.

5.
The Government's regulations regarding the use of vehicles require that a log be maintained of mileage (official or liberty) and gasoline consumption and a maintenance record be kept for each vehicle. In our previous audit report, we pointed out that these records were not maintained by the implementing agency. As a result, we could not determine whether project vehicles were solely used for the purposes of the projects as required by the terms of the agreement between the agency and UNABC. In addition, we could not ascertain the validity of the charges made to the projects in respect of gasoline consumption and maintenance costs. This audit revealed that the situation had remained the same, although XYZ has instructed its provincial authorities to follow the applicable Government regulations. 


Do you agree that the paragraphs are easier for the reader to follow if the topic sentences are at the beginning?


Compare the topic sentences you underlined with these suggestions:

1.
At the time of our audit there was an accumulation of approximately 2000 pieces of "return mail" to be opened and returned to the senders. 

2.
It is apparent that the staff member did not work under programme account code no. JIA-45678-ZZZ.


3.
We are of the opinion that preparation of estimates should not be entrusted to outside vendors especially in cases when it is expected that those vendors may bid for the particular jobs. 

4.
Our review of the project priorities for planning and design disclosed that they were not adopted in the programming and execution of the projects. 

5.
This audit revealed that records regarding the use of vehicles are not kept, although XYZ has instructed its provincial authorities to follow the applicable Government regulations.

Exercise 3:

Add a topic sentence to the paragraphs below:

     (a)  _______________________________________________________

_________________________________________________________________

The process of assembly of soldiers of the Government and the National Resistance Movement has been concluded, and the demobilization of these soldiers is almost complete.  A number of decisions have been taken with regard to the formation of the new army.  More than three quarters of the estimated eligible voter population has been registered for elections.  Despite the many challenging tasks that lie ahead, I believe that the major political conditions for holding the elections as planned on 27 and 28 October 2003 are in place.

     (b)  _______________________________________________________

_________________________________________________________________

In addition to helping alleviate the suffering of large numbers of vulnerable and disadvantaged persons, the impartial and equitable delivery of humanitarian assistance is contributing to the overall efforts to achieve national reconciliation after many years of civil war.  With the completion of the demobilization of Government and opposition soldiers, the implementation of various programmes for the reintegration of demobilized soldiers will be able to proceed more speedily.  The progress finally being made in the de-mining programme is overdue but points in the right direction.

     (c)  _______________________________________________________

_________________________________________________________________

In Limba, an international non-governmental organization has reported that the severe malnutrition rate increased from 4.3 to 6.7 per cent between February and May 2002.  Among the factors related to the increase in malnutrition were the arrival of some 20,000 repatriating refugees and newly displaced persons from the south-east and Upper Bofa county, as well as deteriorating road conditions during the rainy season.  Bridge repairs are being carried out along the main distribution routes to ease the delivery problems, and emergency food distributions to the displaced population have also been accelerated in the past month.

     (d)  _______________________________________________________

_________________________________________________________________

I have therefore instructed my Special Envoy to explore actively with the two Brindish sides and the observers at the inter-Brindish talks ways of achieving further substantial progress during the fourth round of the inter-Brindish talks, at which fundamental political and institutionl issues are to be discussed.  Those talks are now scheduled to take place in Buenos Aires in early January.  Particular importance is attached in this connection to the elections to the Brindish national parliament and local legislative bodies, which are at present scheduled to be held before the end of December 2003.

The topic sentences in the original texts were as follows:


(a)
Since my last report to the Council dated 7 July 2002, significant progress has been achieved in the peace process in Goralia.  Several of the difficulties cited in my earlier reports have now been overcome.  (The reader would now expect to read about what progress has been made and what difficulties have been overcome).


(b)
With the generous assistance of donors, considerable progress has been made in implementing humanitarian programmes in Malaba.  (The reader would now expect to read about what progress has been made).


(c)
An increase in malnutrition has been noted in some accessible parts of the country, such as in Limba.  (The reader would now expect to read some details about this malnutrition).


(d)
No time should now be lost in advancing further the process of national reconcilation in Brindish.  (The reader would now expect to read what steps are being taken).

UNIT VIII

ACHIEVING COHERENCE IN THE PARAGRAPH (page 125 in the textbook)

Exercise 1:


Choose an appropriate transition word or phrase to join the ideas in these sentences and paragraphs.

1. The external sector of both economies (the United States and Canada) registered strong growth in 2002.  _________________, trade has decelerated sharply since the last quarter of 2002, with United States export demand contracting in real terms.

2. During the East Asian crisis, the drop in export demand affected GDP growth significantly, in part because domestic demand was extremely weak.  ______________, domestic demand was robust in 2002 and is expected to slow only moderately in 2003, cushioning the impact of falling exports.

3.   By the second quarter of 2002, interest rate differentials, current and expected 

      differentials (at least over the next year), inflation differentials, and the relative 

      sizes of the current-account deficits, were all in favour of the euro, but they 

      produce no sustained upward movement in the currency.

      _______________, the current outlook calls for a gradual appreciation of the euro 

      towards parity with the United States dollar over the next two years.

 4.  At the 13th meeting on 22 March, the representatives of Sweden, on behalf of (list 

      of countries), introduced a draft resolution entitled “Efforts to eradicate violence against

      women with the family and society”.  ___________________, the Federal Republic of 

     Germany, (and other countries) joined in sponsoring the draft resolution.

PARALLELISM AT THE SENTENCE LEVEL (page 127 in the text book)PRIVATE 

Exercise 2:
Underline the odd man out in each sentence and then make it parallel:

1.  Now it has a different name, political system and smaller territory.

2.  He does not abuse the supervisees but shows respect, understanding, and deals honestly with them.

3.  They will have a sense of responsibility when they become our heads of offices, governments or heads of state.

4.  I would not worry about paying bills, school fees or waking up at night.

5.  The city offers activities such as going to concerts, Broadway shows, as well as basketball games.

6.  I saw the exciting night-time activities to choose from - a drink at the bar, sing a song at a karaoke place or just walked around the Pat-poong area.

7.  The United States, Florida and California are the largest growers of oranges.

8.  I want a husband who is intelligent, well-educated, a high-flyer with an obscene amount of income.

9.  They share facial expressions indicating their state of mind: happiness, sadness, pleasure, mischievous deeds and curiosity.

10.  Some characteristics that describe a good teacher are someone who is caring, giving, attentive, committed, dynamic, good listener, with some human psychology to understand people's body language, must have facility to communicate and transmit his/her messages clearly, and be patient.

Exercise 3:

Underline the odd man out in each sentence and then make it parallel:

1.  I used to take him to the doctor, to buy clothes, etc.

2. I want a husband who is liberal in thinking and should subscribe to feminist notions.

3.  They share more features than just being mammals, walking upright and the use of the opposable thumb.

4.  Suddenly you are facing the street looking at different car models, signs and streets pointing in so many different directions, where to turn, who to ask, strange looking people.

5.  This knowledge could help us not only for research and maintaining a comprehensive data base, but also generate statistical information.

6.  A typical day on the job would be as follows:  turn on the computer, check to see if there are any E-mail messages, check the fax room for any faxes, answer the telephones, colleagues coming and going inside my office with questions and social chit-chat, not to mention meetings to attend and reports to write.

7.  The response of the manic-depressive to others is always too sensitive, in a bad temper and suspiciously.

8.  People based their decisions on emotions rather than carefully thinking about the substance.

9.  Campaigns have focused more on touching people's feelings than content.

10.  They show similar body language when threatened: bluffing the opponent in their physical appearance, males beating their chest to show dominance, aggressive, intimidating stance and screaming, use of hands and fist to defend or fend off a threat.

11.  It is just like going around looking for a bank to open an account, looking for a place to live, looking for the supermarkets and what to buy, looking for a new job, even how your resume has to be written.

ACHIEVING COHERENCE IN THE WHOLE REPORT (page130 in the textbook)
Exercise 4:


Look at the following letter on the next but one page (pages 54-55) from the Secretary-General to the President of the Security Council.  The paragraphs have been mixed up.  Fill the blanks with the appropriate paragraph letters so that the 11 paragraphs are in the correct order:


SUMMARY:



problem:           
 1. ____



recommendation:    
 2. ____


DISCUSSION:



situation:        

 3. ____

                             


 4. ____

                             


 5. ____

                              


6. ____



actions:           

7. ____

                             


 8. ____

                            


  9. ____

                             


10. ____

                             


11. ____

LETTER DATED 26 JULY 2002 FROM THE SECRETARY-GENERAL

ADDRESSED TO THE PRESIDENT OF THE SECURITY COUNCIL

A.
Movement of personnel for periods of leave and for rotation of units have been seriously hampered;  for example, at Camp Terry there are currently approximately 600 soldiers who are proceeding from leave and cannot return to the UNPAs because of the blockades.  Other soldiers in the UNPAs have had their leave cancelled.  Perhaps most important is the effect on the morale of the personnel who are being prevented from carrying out their duties.

B.
On 19 July, President Daman informed Mr. Kasaki that, though the Caladian Government was not officially involved in the blockades, they would only stop when Mr. Kasaki publicly announced that all humanitarian aid to the UNPAs would be discontinued and that return of displaced persons to the zone of separation would commence.  The first condition is unacceptable and the second unimplementable but, in a spirit of understanding for the frustrations of the displaced persons, Mr. Kasaki did release a public statement on 21 July on UNCOCOMs achievements, the obstacles it has faced, and its intentions, particularly as regards the possibility of the return of displaced persons.

C.
I recommend that the Security Council take appropriate action to call upon the Government of the Republic of Caladia to fulfil its obligations to UNCOCOM and to end the blockades.

D.
Prime Minister Valentine undertook to seek an amelioration of the situation, and the Caladian Government made a public call for an end to the blockades on 21 July.  On 23 July , my Special Representative discussed the matter again with President Daman.  These steps have not yielded positive results, other than the passage in Sector North of one leave convoy on 22 July and a personnel reinforcement convoy on 23 July.

E.
The blockades have meant that UNCOCOMs ability to monitor the 29 March 2002 Cease-fire Agreement has been severely diminished.  A direct result of this has been that the number of confirmed serous violations of the Cease-fire Agreement has increased and tensions are rising within the zone of separation.  In addition, UNCOCOM personnel have been blocked from performing basic tasks required in the sectors and, as such, they have been unable to conduct negotiations to resolve outstanding issues.

F.
The present situation cannot be allowed to continue.  Without the restoration of UNCOCOMs freedom of movement, the difficult conditions of supply and logistics risk the rapid diminution of the mission’s capabilities.  If the present situation is not rectified, UNCOCOM will simply be unable to function in pursuance of the mandates entrusted to it by the Security Council.

G.
All Caladian Government representatives with whom Mr. Kasaki has spoken have pointed to the political sensitivities and difficulties in which they find themselves.  There is no doubt that the feelings of the displaced persons in Caladia must be addressed.  However, while the democratic right of citizens to demonstrate cannot be denied, it must be balanced against the obligations assumed by the Caladian Government to allow UNCOCOM to do its work.  While the Government of Caladia may not be fully in control of the demonstrators, it is undeniably fully responsible for ensuring that their actions do not prevent UNCOCOM from carrying out its duties.

H.
I am writing to inform you of the serious difficulties that have arisen for the operations of the United Nations _______________ Mission (UNCOCOM) in Caladia owing to the blockades of all UNCOCOM traffic into the United Nations Protected Areas (UNPAs) be demonstrators.

I.
In response to these instructions, my Special Representative, Mr. Kasaki, met last week with President Dalman, Prime Minister Valentine, and Mr. Sero (President of the State Commission for Relations with UNCOCOM) to impress upon tehm the serousness of the situation and the responsibility of the Government of Caladia to ensure that UNCOCOMs is not impeded.  He als conveyed to them that UNCOCOM had clear evidence of the active participation of Caladian police in several of the blockades and that the Caladian Government was in violation of the Cease-fire Agreement of 29 March 2002, which explicitly commits the Caladian Government to opening specific crossing points which are now blocked on the Caladian side.

J.
Since 1 July 2002, demonstrators from the Association of Displaced Persons have deliberately and progressively obstructed all crsooing points into the UNPAs.  A full list of hindrances at crossing points is attached.

K.
As the majority of UNCOCOM resupply is carried out by road to the sectors,.logistic supply has been virtually halted, leading to the use of circuitous and more expensive routes through Lamaland and Kronaland in order to provide basic supplied for personnel, especially in Sector East.  Helicopters have also been used to transport commodities into sectors, as most alternate routes, used from time to time, are now blocked.  Furthermore, petrol has been  rationed, further restricting the ability of the sector personnel to carry out their functions.  Troop-contributing countries have expressed serious concern about the welfare of the personnel they have provided to UNCOCOM.

Exercise 5:


Rewrite the summary so that it contains the recommendation, which is the main point:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

The correct order is as follows:


SUMMARY:



problem:           
 1.  H



recommendation:    
 2.  C


DISCUSSION:



background:         
3.  J

                              


4.  E

                              


5.  K

                              


6.  A



argument:          
 7.  I

                             


 8.  B

                              


9.  D

                             


10.  G

                            


 11.  F


In the original letter the recommendation is actually in the last paragraph.  In other words, in the original C is the last paragraph.


To get the recommendation, paragraph C, which is the main point, at the beginning, move it to the end of the first paragraph and slightly reword it:


I am writing to inform you of the serious difficulties that have arisen for the operations of the United Nations ________________  Mission (UNCOCOM) owing to the blockades of all UNCOCOM traffic into the United Nations Protected areas (UNPAs) by demonstrators.  As  UNCOCOM will not be able to carry out its work in these conditions, I recommend that the Security Council call upon the Government of the Republic of Caladia to fulfil its obligations and to end the blockades.

UNIT IX

MAKING SENTENCES CONCISE (page 135 in the textbook)

Some guidelines for streamlining sentences and eliminating “gobbledygook”: 

[image: image4.wmf][image: image5.wmf]
Wherever possible, change:

nouns into verbs

The elimination of this process-------By eliminating this process
passive into active

The cost was paid by the department -------The department paid the cost.
heavy phrases into light phrases (or single words)  
In view of the fact that -------Since
vague descriptions into specific information

We will communicate with you in due course ----

You will receive our response by 15 July

“unbalanced” phrases into parallel structures:
He was told to collect the data and that he should also analyse it----- He was told to collect the data and to analyse it
MAKING SENTENCES CONCISE (page 135 in the textbook)

Exercise 1:


Can you cut a few words in the following sentences without sacrificing the intention of the writer?

1. To many observers, this continuation of strong productivity growth provides additional evidence in support of the view that there has been a shift in the trend of productivity growth and that this is largely related to cumulative ICT innovation.

2. To the extent that there has been such a positive shift, the pace of expansion at which demand and supply matches without exacerbating the pace of inflation, has been lifted to about 3.5 – 4 per cent, or at least one percentage point over the trend observed during the last two decades.

3. Furthermore, information technology (IT) should be regarded as an additional or new factor of production, taking its place with other such factors, such as physical or human capital.

Some suggestions for revisions
1. To many observers, this continuation of strong productivity growth provides additional evidence that there has been a shift in the trend of productivity growth and that it is largely related to cumulative ICT.

To many observers, this continuation of strong productivity growth provides additional evidence of a shift in productivity growth and that this is largely related to cumulative ICT.

2. If there has been such a positive shift, the pace of expansion, at which demand and supply match without exacerbating the pace of inflation, has been lifted to about 3.5 – 4 per cent, or at least one percentage point above the last two decades.

3.
Furthermore, information technology (IT) should be regarded as a new factor of production and added to other factors such as physical or human capital.
Exercise 2:


Look at the following sentences and decide whether the underlined phrases are necessary.
1.  
This would indicate improper planning and deficiencies in formulating the project funding requests. In relation to this, we noted that for the year ending 31 December 2002 total allocations were US$ 33,428,569.

2.
We clarified further why the document referred to above was not translated internally. In this respect, the responsible Programme Officer explained that internal translation would have taken a much longer time ...

3.
We further noted that amounts pertaining to liquidations of prior years' obligations were not being reported by UNBD.


In conjunction with the above, we noted that in a memorandum the Chief Finance Officer of UNRHI requested the Chief of Accounts of UNBD to provide a list to substantiate the amount of unliquidated obligations.

4.
It is recommended that expenditures be charged against the appropriate object-of-expenditure codes. In regard to this, UNEFG should ensure that expenditures incurred are covered with sufficient funds.

5.
There was virtually no allotment control. Expenditures were incurred in excess of allotments or without allotment. In this connection, there was no built-in system to cancel the lapsed unencumbered balance of allotments.

6.
The failure to incur expenditures within the allotments authorized may have serious implications for determining which party is liable if the donor refuses additional funding. 


Relative to the above finding, it was also noted that certain expenditures were incurred with no allotment authorized under the corresponding control accounts as shown below.
Probably none of the underlined words are necessary:


1.  
This would indicate improper planning and deficiencies in formulating the project funding requests.  We noted that for the year ending 31 December 2002 total allocations were US$ 33,428,569.

2.
We clarified further why the document referred to above was not translated internally.  The responsible Programme Officer explained that internal translation would have taken a much longer time ...

3.
We further noted that amounts pertaining to liquidations of prior years' obligations were not being reported by UNBD.


We noted that in a memorandum the Chief Finance Officer of UNRHI requested the Chief of Accounts of UNBD to provide a list to substantiate the amount of unliquidated obligations.

4.
It is recommended that expenditures be charged against the appropriate object-of-expenditure codes.  UNEFG should ensure that expenditures incurred are covered with sufficient funds.

5.
There was virtually no allotment control. Expenditures were incurred in excess of allotments or without allotment, and there was no built-in system to cancel the lapsed unencumbered balance of allotments.

6.
The failure to incur expenditures within the allotments authorized may have serious implications for determining which party is liable if the donor refuses additional funding. 


It was also noted that certain expenditures were incurred with no allotment authorized under the corresponding control accounts as shown below.
DIVIDE LONG, CONVULUTED SENTENCES (page 136)

A Guide to Writing at the United Nations says (pages 11, 33):


Short words, short sentences and short paragraphs are to be preferred to long words, long sentences and long paragraphs ... When we attempt to cram too many facts or ideas, even related facts or ideas, into one sentence or one paragraph, the result is at worst to make our writing unintelligible, at best to slow down our readers.
Exercise 3:

Divide these long sentences into shorter ones:

1.
The letter contains a request by the Government of the Republic of Inlandia to be permitted to draw from its assets which are frozen in United States banks under the mandatory sanctions decreed by the Security Council sufficient funds to pay part of its assessed contributions to the regular budget of the United Nations.

2.
I have the honour to transmit to you the text (in English and French) of a statement by the Heads of State or Government of Aralia, Borland, Davistan, Jabilan, Koravia, Mindiland, Talandia, Travibi, Vorania, and Zabistan, which participated in the Second Summit Meeting of the Economic Cooperation Organization, which was held in Memphis, on 6-7 July 2002.

3.
The members of the Security Council will recall that by its resolution AAA (2000) of 29 January 2000, the Security Council decided to extend the mandate of UNABCD II for a period of three months until 30 April 2000, with the proviso that, as a provisional measure based on security considerations, the Secretary-General was authorized to concentrate UNABCD II deployment in the capital, and at his discretion in other provincial locations, with the levels of equipment and personnel he deemed appropriate to be retained in order to allow the subsequent expeditious redeployment of UNABCD II as soon as that became feasible with a view to the resumption of its functions in accordance with the Peace Agreement and previous resolutions on this matter.

4.
Unfortunately the Department has at present more staff members than there are posts to accommodate them, which means that we cannot recommend recruitment of external candidates, even when they are well-qualified.

5.
They do not make the choice according to the availability of domestic materials and the state of the domestic markets, both of which are very small, but according to their own particular background and experience, the possibility of acquiring technical know-how from abroad, the availability of labour and its potential for training to the level of skill required, the source and cost of such imported material and spare parts as cannot be made domestically, and the availability of a combined domestic and export market.

6.
Even apart from the measures designed to bring about an improvement in the management of farms, the considerable increases in the supply of fertilizers envisaged for the forthcoming years seem certain to result in a substantial increase in output, and in view of the prevailing very low yields per hectare associated with exremely inadequate applications of fertilizers to grain production, the steep rise in the supply of fertilizers may enable the country to expand its agricultural production at significantly higher rates than might be achieved by a more highly developed agriculture.

7.
By its resolution RS/QT (2001) of 22 March 2001, the Security Council extended UNXYZ's mandate until 30 June 2001 and requested me to report to the Council at such time when conditions existed in Doralia for the deployment of UNXYZ for purposes consistent with paragraph 5 of the President's Peninsula Agreement (see S/BBBB), and, taking into account circumstances at the time of the report, to make specific recommendations on the composition of UNXYZ and the scope of its activities within the overall personnel levels established in Security Council resolution YYY (2000) of 23 September 2000. 


The rewritten paragraphs are divided into two or more sentences:

1.
The letter contains a request by the Government of the Republic of Inlandia to be permitted to draw from its assets  sufficient funds to pay part of its assessed contributions to the regular budget of the United Nations.  These assets are frozen in United States banks under the mandatory sanctions decreed by the Security Council.

2.
I have the honour to transmit to you the text (in English and French) of a statement by the Heads of State or Government of Aralia, Borland, Davistan, Jabilan, Koravia, Mindiland, Talandia, Travibi, Vorania, and Zabistan.  Representatives of these countries participated in the Second Summit Meeting of the Economic Cooperation Organization, which was held in Memphis, on 6-7 July 2002.

3.
Unfortunately the Department has at present more staff members than there are posts to accommodate them.  This means that we cannot recommend recruitment of external candidates, even when they are well-qualified.

4.
They do not make the choice according to the availability of domestic materials and the state of the domestic markets, both of which are very small.  Instead they choose according to their own particular background and experience, the possibility of acquiring technical know-how from abroad, the availability of labour and its potential for training to the level of skill required, the source and cost of such imported material and spare parts as cannot be made domestically, and the availability of a combined domestic and export market.

5.
Even apart from the measures designed to bring about an improvement in the management of farms, the considerable increases in the supply of fertilizers envisaged for the forthcoming years seem certain to result in a substantial increase in output.  In view of the prevailing very low yields per hectare associated with exremely inadequate applications of fertilizers to grain production, the steep rise in the supply of fertilizers may enable the country to expand its agricultural production at significantly higher rates than might be achieved by a more highly developed agriculture.

6.
By its resolution XXX (2001) of 22 March 2001, the Security Council extended UNXYZ's mandate until 30 June 2001 and requested me to report to the Council at such time when conditions existed in Doralia for the deployment of UNXYZ for purposes consistent with paragraph 5 of the President's Peninsula Agreement (see S/BBBB).  It also requested me to make specific recommendations, taking into account circumstances at the time of the report, on the composition of UNXYZ and the scope of its activities within the overall personnel levels established in Security Council resolution YYY (2000) of 23 September 2000.

Exercise 4:
This mammoth sentence from a United Nations report has about 120 words.  Try to break it up:

The members of the Security Council will recall that by its resolution MTO (2003) of 29 January 2003, the Security Council decided to extend the mandate of UNAVOX II for a period of three months until 30 April 2003, with the proviso that, as a provisional measure based on security considerations, the Secretary-General was authorized to concentrate UNAVOX II deployment in Boanda, and at his discretion in other  provincial locations, with the levels of equipment and personnel he deemed appropriate to be retained in order to allow the subsequent expeditious redeployment of UNAVOX II as soon as that became feasible with a view to the resumption of its functions in accordance with the "Peace Accords" and previous resolutions on this matter.  

USE THE FOG INDEX (page 137 in the textbook)

Exercise 5:
How “foggy” is the following version of the same paragraph?


In the literature on occupational sex-segregation, “statistical discrimination” has been used, in part, to explain why women have different sets of occupations (mainly of lower status) than men.  According to this explanation, more men are in the labour market, and therefore more men tend to be given the more responsible positions.  If statistics have directly or indirectly played such an important role in  the allocation of jobs, then statistics should be able to play an  important role in reversing  hiring practices, even if the hiring practices are based largely on stereotypes rather than statistical information. 

Calculations

FAVOUR ACTIVE OVER PASSIVE VOICE (page 140)

· Focusing sentences by choosing the active voice whenever possible

Favour the active voice over the passive whenever possible.  The active voice uses

subject-verb-object (SVO) word order rather than object-verb-subject (OVS).  In an active voice sentence, the subject does something to the object; in a passive voice sentence, the object has something done to it, often by an unknown subject.

Example:
PASSIVE:  Data have been requested (by us).



ACTIVE:   We have requested data

If you want to obscure the agent (the person or thing doing the action), perhaps

because the agent is not important, you might choose to use the passive voice.

Examples

· The lecture has been cancelled.  (Who cancelled it is not important)

· The missing computer file has been located.  (Perhaps we do not want to say who found it)

· The report will be sent to you.  (Who will send it might be irrelevant)

But most of the time, writers who wish to be clear and direct prefer the active voice.

Exercise 6:

Change the sentences below to the active voice.

1. A skewed sex ratio is also observed in countries where death toll on the 

population from war or persecution is particularly high among men.

2. The same study of DHS (Demographic and Health Surveys) data also found that a 

larger family was thought to be ideal by more rural-to-urban migrant women than

native urban residents.

3. In only a few countries surveyed by DHS are flush toilets common, and in some 

countries, especially in rural areas, they are virtually unknown.

4. One that is called by philosophers the ethical egoism and that emphasizes the

Maximization of one’s own good.

5. Regional training using the manual is planned for later in 2000 at ECLAC in 

Santiago, Chile.
Exercise 7:

      Where is the passive voice used in the following paragraph?  Try to eliminate the use of the passive and the make the sentences more direct in the process.


Both the USA and Canada are estimated to register a very strong growth of international trade.  However, in spite of a rebound in exports, the large trade deficit has continued to grow in the United States, as imports remain strong, supported by a strong dollar and increased foreign capital inflows.  The deficit is forecast to stay around 4 per cent of GDP in the next few years, posing certain potential risks for an abrupt adjustment that could lead to significant negative shocks to the world economy.

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

AVOID “there + BE”, e.g. “there is” or “there was” (page 141 in the textbook)


Read the sentences below.  The use of “there is/are/was/were” takes the focus away from the real subjects of the sentences.  

Exercise 8:

Delete the “there + BE” and re-focus each sentence.

1. In the past, there has been the very real problem of tightening leading to further appreciation of the pound and then the greater inflationary impulses in the future when  Sterling begins to fall.

2. Among the developing countries, there was a dramatic increase in unemployment in the crisis countries in 2001 and 2002, with correspondingly smaller consequences in countries less affected.

3. There are two kinds of output defined in economics and both of them are believed to be                     related to investment through different ways.

4.    To meet this demand (for gender statistics) there is a need for a review of the 

        organization and programme of work to include compilation and dissemination

        of statistics which can be used to monitor resulting programmes.

5.    In spite of continuous decline in the relative weight of the younger segments of

       the population, there are still many parts of the world where children represent

       a large share of the population.  When considering individual countries, there 

       are still 66 of them where more than 40 per cent of the population consists of 

       children and in several of these, almost half of the population, is under 15.


UNIT X

CLICHES AND JARGON

Exercise 1:

Change the following sentences in order to eliminate the underlined clichés and jargon:

1. As you know, the freezing of assets of the Federal Republic of Translavia was decreed by the Security Council

2. Too often, development issues are viewed from the standpoint of an environment assumed to be peaceful 

3. I stated my belief that the world's major economic powers could help Africa turn the corner toward progress

4. The United Nations, for its part, will spare no effort in providing the necessary assistance  

5. We fully appreciate, and share, your concern about the continued detention of these elected representatives. You may rest assured that, in the dialogue which the Secretariat has just initiated with the Government of Myanmar, we will do our utmost to persuade the SLORC to respond to the repeated calls by the international community for their release

6. As the subject matter of the above communications falls within the exclusive domain of the Security Council, the Secretary-General transmitted to the President of the Council on 29 April 2002, the text of your Minister's letter 

7. It goes without saying that our peacemaking efforts will have a better chance of succeeding if supported by a comprehensive and well-balanced development

8.  With a view to leaving no stone unturned before reporting to the Security Council at the end of October, I wrote to both leaders on 10 October 2002, informing them that I had requested my Deputy Special Representative to invite them to join him for a number of informal consultations at his residence with a view to exploring in a concrete manner ways in which progress might be made both in respect of the implementation of the confidence-building measures and in the long-contemplated overall settlement of the Trojan problem  

Exercise 2:
Change the underlined verb/noun combinations to simple verbs and change the underlined cliches:

1. Beyond the immediate issue of nuclear inspections, it is my strong view that the two sides should be encouraged to continue on the path of dialogue

2. The Secretary-General has weighed the possibility of using his good offices with a view to contributing to a solution to the crisis. However, after consultations on this matter, he came to the conclusion that such an effort would not be the most effective course to pursue at this stage

3. The Secretary-General attaches great importance to the establishment of serious discussions between the Government and the various ethnic groups as well as with the democratic opposition in Gotaland

4. From 27 May to 29 May 2002 I made a visit to Kalakstan in connection with the preparations for the second round of Inter-Kalak talks on national reconciliation to be held in Teheran later this month

5. It is my intention, subject to the approval of the Security Council, to appoint Lieutenant General Bakam of Maladia to succeed General Bar as Force Commander

In the light of the failure of the Salatian military authorities to fulfil their obligations under the Tropic Island Agreement and to comply with relevant Security Council resolutions, the Security Council adopted resolution LJY (2002) on 6 May 2002 imposing additional sanctions against  Salatia

TONE

Exercise 3:

In these sentences reword the phrases underlined so that they sound less direct and thus more tactful:

1.
Before I report to the Secretary-General, I wish to receive your views on the implementation and an estimate of savings.

______________________________________________________________________________

2.
We want you to designate an official in the Recruitment and Placement Division who could function as a focal point between our two departments.

______________________________________________________________________________

3.
It is necessary for you to obtain ESCAP's concurrence to the extension of assignment.

______________________________________________________________________________

4.
I would like you to authorize the transfer of the balance to UNQXR Assessed Contributions Account No. 345-6789.

______________________________________________________________________________

5.
You are required to forward, at your early convenience, the list of personnel that will constitute the engineering service.  As a necessary reference provide the name of the responsible of the service and his telephone number.

______________________________________________________________________________

6.
Send us your advice on availability and confirmation of your lowest possible prices on the items listed.

______________________________________________________________________________


The sentences written more tactfully read as follows:

1.
Before I report to the Secretary-General, I should be grateful to receive your views on the implementation and an estimate of savings.

2.
We would appreciate your designating an an official in the Recruitment and Placement Division who could function as a focal point between our two departments.

3.
It would be appreciated if you could obtain ESCAP's concurrence to the extension of assignment.

4.
I would greatly appreciate it if you could authorize the transfer of the balance to UNQXR Assessed Contributions Account No. 345-6789.

5.
You are kindly requested to forward, at your early convenience, the list of personnel that will constitute the engineering service.  As a necessary reference please provide the name of the responsible of the service and his telephone number.

6.
We would appreciate receiving your advice on availability and confirmation of your lowest possible prices on the items listed

Exercise 4:


In these sentences reword the phrases underlined so that they sound less direct and thus more tactful:

1.
Balodi's request for family visit travel cannot be approved at this stage.

______________________________________________________________________________

2.
Inform the staff member that he has now been regularized on headquarters payroll.

______________________________________________________________________________

3.
We want UNABC's assistance in recruiting Sanders for one year.

______________________________________________________________________________

4.
We need your advice so we may effect necessary personnel action.

______________________________________________________________________________

5.
UNOG's cooperation and assistance are required.

______________________________________________________________________________


Suggested rewrites with a softer tone are as follows:

1.
We regret that Balodi's request for family visit travel cannot be approved at this stage.

2.
We would appreciate your informing the staff member that he has now been regularized on headquarters payroll.

3.
I  would greatly appreciate UNOG's assistance in recruiting Ms. Sanders for one year.

4.
I would be grateful for your advice so we may effect necessary personnel action.

5.
UNOG's cooperation and assistance would be very much appreciated
Exercise 5:

Here are some quotes from a senior official to the Ambassador of Batavia responding to some requests from the Ambassador's government.  Rewrite the phrases underlined so that they do not sound so blunt.

1.
We agree to reimbursement of your military personnel at "UN standard rates".

______________________________________________________________________________

2.
Although you mentioned a maximum daily strength of 700 for the purpose of reimbursement, the average daily strength of the Batavian contingent must not exceed the UN authorized limit of 600 personnel.

______________________________________________________________________________

3.
Resupply flights are not reimbursable.  Therefore, we do not agree to specific reimbursement for "a maximium of 12" C130 resupply flights.

______________________________________________________________________________

4.
Batavia refers to "an additional LOA to cover vehicle painting, vehicle spares, container hire and miscellaneous spares".  Vehicle painting and container hire are a national responsibility.  Vehicle and miscellaneous spares are covered by the provisions of the guidelines and are provided for under an LOA.

______________________________________________________________________________


Suggested rewrites with a softer tone are as follows (N.B. abbreviations have been rewritten in full):

1.
We are pleased to inform you that we agree to reimbursement of your military personnel at "United Nations standard rates".

2.
Although you mentioned a maximum daily strength of 700 for the purpose of reimbursement, I regret to inform you that the average daily strength of the Batavian contingent should not exceed the United Nations authorized limit of 600 personnel.

3.
Unfortunately, resupply flights are not reimbursable.  Therefore, I regret that we cannot agree to specific reimbursement for "a maximium of 12" C130 resupply flights.

4.
Batavia refers to "an additional letter of assist to cover vehicle painting, vehicle spares, container hire and miscellaneous spares".  May I point out, Excellency, that vehicle painting and container hire are a national responsibility, while vehicle and miscellaneous spares are covered by the provisions of the guidelines and are provided for under a letter of assist?

Exercise 6:

The language of notes verbales and formal letters tends to be rather indirect.  Change the phrases underlined to a more indirect style:

1.
The Secretariat wants you to ask the Malavian Government to make available, at no cost to the United Nations, a team of up to twelve specialists with a background in contracts administration.  The Secretariat further requires that the officers be provided for a minimum period of six months.

______________________________________________________________________________

2.
The Secretariat of the United Nations sends its greetings to the Republic of Boralia and wants to request the provision of a military officer to assist the Field Administration and Logistics Division of the Departmment of Peace-keeping Operations in the area of claim settlement.

______________________________________________________________________________

3.
The Secretary-General of the United Nations sends his best regards to the Kingdom of Morania.  With reference to resolution AB/CD ...

______________________________________________________________________________

4.
The Secretary-General of the United Nations would like to receive the views of your Government on this matter.

______________________________________________________________________________

5.
The Secretary-General would like you to tell him the names of the members of the delegation of your Government who will attend the meetings.

______________________________________________________________________________

6.
The Secretary-General would like to thank your government again for its support of peace-keeping.

______________________________________________________________________________

7.
Please note in particular paragraphs 1, 2 and 3 of resolution XYZ (2000).

______________________________________________________________________________

8.
This information should be sent no later than 15 July 2003.

______________________________________________________________________________

9.
Would your Government like to attend the Seminar?

______________________________________________________________________________

10.
Would the Uralian government re-purchase $6 million worth of military spares which were recently shipped out of Somalia.  If not, then would they sell the spares to a third party.

______________________________________________________________________________

The phrases written in a more indirect style would read:

1.
The Secretariat seeks your assistance in enquiring of the MalavianGovernment's willingness to make available, at no cost to the United Nations, a team of up to twelve specialists with a background in contracts administration.  The Secretariat further requests that the officers be provided for a minimum period of six months.

2.
The Secretariat of the United Nations presents its compliments to the Permanent Mission of the Republic of Boralia to the United Nations and has the honour to request the provision of a military officer to assist the Field Administration and Logistics Division of the Departmment of Peace-keeping Operations in the area of claim settlement.

3.
The Secretary-General of the United Nations presents his compliments to the Permanent Representative of the Kingdom of Morania to the United Nations and has the honour to refer to resolution AB/CD ...

4.
The Secretary-General of the United Nations would appreciate it if he could receive the views of His Excellency's Government on this matter.

5.
The Secretary-General would be grateful if the Permanent Representative would inform him of the names of the members of the delegation of Her Excellency's Government who will attend the meetings.

6.
The Secretary-General takes this opportunity to express once again his appreciation to Her Excellency's Government for the cooperation and support it has given to the Secretariat in its recent initiatives in peace-keeping operations.

7.
The Secretary-General has the honour to draw the particular attention of His Excellency's Government to paragraphs 1, 2 and 3 of resolution XYZ (2000).

8.
It would be appreciated if this information could be submitted no later than 15 July 2003.

9.
The Secretary-General has the honour to invite Her Excellency's Government to participte in the Seminar.

10.
It would be greatly appreciated if the Uralian government could give due consideration to re-purchasing $6 million worth of military spares which were recently shipped out of Somalia.  Should a purchase not be possible, then possibly the Uralian government would be pre-disposed to a sale of the spares to a third party.

Exercise 7:

Rewrite the following sentences in language appropriate to the type of corresponcence indicated:

1.
Tell me what you think about it. (colloquial)

telegram:  ___________________________________________________________________

______________________________________________________________________________

memorandum:  _________________________________________________________________

______________________________________________________________________________

letter/report:  _____________________________________________________________________

______________________________________________________________________________

note verbale:  _______________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

2.
Send it immediately. (colloquial)

telegram:  ___________________________________________________________________

______________________________________________________________________________

memorandum:  _________________________________________________________________

______________________________________________________________________________

letter/report:  _____________________________________________________________________

______________________________________________________________________________

note verbale:  _______________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

3.
Thanks for your help with peace-keeping. (colloquial)

telegram:  ___________________________________________________________________

______________________________________________________________________________

memorandum:  _________________________________________________________________

______________________________________________________________________________

letter/report:  _____________________________________________________________________

______________________________________________________________________________

note verbale:  _______________________________________________________________

______________________________________________________________________________

______________________________________________________________________________


Suggested rewrites with varying tones are as follows:

1.
Tell me what you think about it. (colloquial)

telegram:


PLEASE INFORM ME YOUR VIEWS.

memorandum:


Would you please inform me of your views on this subject?

Letter/report:


I would appreciate it if you could inform me of your views on the matter. 

note verbale:


The Secretary-General would be grateful if His Excellency could communicate to him the views of his Government on the matter.

2.
Send it immediately. (colloquial)

telegram:


PLEASE SEND ASP.

memorandum


Would you please send the information as soon as possible?

letter/report:


I would appreciate receiving the information as soon as possible.

formal letter:


I should be most grateful if you could forward the information as soon as possible.

note verbale:


The Secretary-General would be most grateful if His Excellency's Government could forward the information as soon as possible.

3.
Thanks for your help with peace-keeping. (colloquial)

telegram:


THANKS YOUR HELP WITH PEACE-KEEPING

memorandum:


We would like to thank you for your assistance in the peace-keeping operations.

etter/report:


We wish to thank you for your Government's participation in the peace-keeping operations of the United Nations.

formal letter:


In closing, allow me to express once again our sincere appreciation of your Government's continued support for the peace-keeping operations of the United Nations.

note verbale:


The Secretary-General would like to express once again his sincere appreciation of Her Excellency's Government's continued support for the peace-keeping operations of the United Nations.


TONE

The following is a list of polite expressions:

REQUESTS

I would be grateful if you conld ...

I would appreciate it if you could ...

I would appreciate your ___ing ...

It would be appreciated if you could ...

Would you please ...

Would you be so kind as to ...

You are kindly requested to ...

Please ...

SUGGESTIONS (for an alternative course of action)

Perhaps you could ...

You might ...

You could ...

One possibility might be to ...

It might be a good idea to ...

I would possibly suggest that ...

I might suggest that ...


(Contrast these expressions, which hve a peremptory tone:



You should ...




You have to ...



You must ...




You are required to ...



It is necessary for you to ...

"Imperatives")

ENCLOSURES

Please find attached ...

Enclosed, please find, ...

We are pleased to enclose ...

DRAWING ATTENTION

Please note that ...

Please be advised that ...

I would like to point out that ...

May I point out that ...

INFORMING

We would like to inform you that ...

We wish to advise you that ...

We are pleased to inform you that ...

ENDINGS


Your assistance in this matter would be greatly appreciated.


Thank you once again for your assistance.


We hope that you will find this information useful.


Thank you in advance for your attention to this matter.


We look forward to hearing from you at your earliest convenience.


Thank you for your cooperation in this matter.

UNIT XI

REVISING AND EDITING (page 168 in the textbook)

Some report writing tasks…

Generating ideas through questions

Questioning works well to generate ideas and to narrow the focus of a topic.  The questions should push the writer more and more into a topic.  This inward movement can be achieved by building questions on previous answers.  The questions should be phrased either to probe or to seek clarification.

Discovering and controlling focus
· Read the first sentence and decide what it leads the reader to expect.  A good topic sentence not only tells the reader what the paragraph is going to be about but also suggests the kind of support that will follow.  

· If the first sentence does not offer that information, continue reading until you can identify the topic sentence.  Remember…the topic sentence (in most cases) should be stated as early and as directly as possible.

· Read the whole paragraph and answer the following two question.

(1) Does the rest of the paragraph fulfill the expectation set up in the topic sentence?

(2) Is every sentence closely and directly related to the main idea?

· If the topic is buried or never stated, write a new topic sentence.

· If there is more than one topic introduced, determine if one should be left out.

· If there are sentences that are not related to the topic, remove them from the paragraph and decide if they could be used in other paragraphs.

· Use subordination to show the reader how ideas are connected.

· Choose a paragraph from a report that you are working on or have written.  Highlight all of the jargon in the paragraph.  Then rewrite the paragraph using language that a non-specialist would understand instead of the jargon.
· Check if you have succeeded in eliminating the jargon and improving the readability of the passage by giving it to a classmate to read.
Rating the report

[image: image6.wmf]
Exercise 1:

 Work with a partner.  You can take turns reading aloud a report of your own or the attached excerpt of a report about writing training on the following page 92(a).  Then discuss the answers to the questions below: 

1) Does the introduction contain all the required information outlined on page 31 of the Report Writing book?

2) Given the purpose and theme of this report, is it appropriate to provide a ‘background’ section?

3) How is the writing style of the report?  Do the sentences flow clearly and logically from one another?  Are there any sentences or word phrasings that you particularly like or dislike?

4) Do you spot any technical problems (grammar, spelling, word choice, ‘UN writing convention’ errors)?

5) Are all paragraphs and subparagraphs appropriately numbered/ or lettered with appropriate spacing and indentation?


PUNCTUATION

Exercise 2:

In the following examples the commas have been omitted.  Put in the commas so that the rules are clearly illustrated.


(a)
Use commas to set off:

Direct speech


The Secretary-General said "The United Nations will do its utmost to assist Doralia in achieving a just and lasting peace."

Question tags


You wish to receive the reimbursement in traveller's cheques don't you?

Interjections


Yes that is correct.

Vocatives


Accept Excellency the assurances of my highest consideration.

Transition words


On the other hand if the Ruritanians were interested in maintaining a presence in the Middle East, the aircraft could replace our present AN-24.



We wish however to emphasize the following points.

Opinion phrases


In our view the two sides should meet as soon as possible.

Phrases in apposition


Mr. Medili Director of the Field Administration and Logistics Division will be our representative on the group.

Nonrestrictive adjective clauses


We feel this will allow us to implement an integrated staffing system which can be streamlined and automated.



The UNXYZ Administration has informed us that Ms. Giri Tuludun who is scheduled to complete her assignment on 5 July 2004 has requested annual leave.


(N.B. In contrast - restrictive adjective clauses



We would like to thank you for your support in pursuing a process that will strengthen DPKO's ability to support the civilian personnel requirements of its field missions.)



The refugees who fled the area last month are the ones most in need of assistance.

Nonrestrictive participle phrases


After receiving the data we requested we will be able to finish the report.



Once completed the report will be submitted without delay.

Adverbial clauses and phrases


As you can see Doralia proposes to maintain a reduced OGE.



To enable prompt settlement please indicate the requisition and Letter of Assist number.



Since UNGAMIP's budget has already been completed we will look into ways to provide the most urgent requirements.

Generalizing expressions (e.g. in brief, in fact, in general, above all, on the whole)



In general we can say the mission has been successful.

Introductory words and phrases


Unfortunately we cannot reimburse you for the amounts you requested.



Further to your memorandum of 18 April 2002 on third party insurance it is requested that our certification be revised.

Between a series of like words


We welcome the opportunity to assume responsibility for new functions in the area of recruitment selection grading and appointment.



We need to create a stable secure and peaceful environment.



We have achieved peace harmony security and stability.

Before the conjunctions "and", "but", "for" and "or"


As you are aware, the delegation did not take effect at that time and so we did not pursue the matter with you further.



The military part of the operation has generally been successful but there have been some difficulties.

Commas, shown in parentheses, should be placed as follows:


(a)
Use commas to set off:

Direct speech


The Secretary-General said(,) "The United Nations will do its utmost to assist Doralia in achieving a just and lasting peace."

Question tags


You wish to receive the reimbursement in traveller's cheques(,) don't you?

Interjections


Yes(,) that is correct.

Vocatives


Accept(,) Excellency(,) the assurances of my highest consideration.

Transition words


On the other hand(,) if the Ruritanians were interested in maintaining a presence in the Middle East, the aircraft could replace our present AN-24.



We wish(,) however(,) to emphasize the following points.

Opinion phrases


In our view(,) the two sides should meet as soon as possible.

Phrases in apposition


Mr. Medili(,) Director of the Field Administration and Logistics Division(,) will be our representative on the group.

Nonrestrictive adjective clauses


We feel this will allow us to implement an integrated staffing system(,) which can be streamlined and automated.



The UNPROFOR Administration has informed us that Ms. Giri Tuludun(,) who is scheduled to complete her assignment on 5 July 2004(,) has requested annual leave.


(N.B. In contrast - restrictive adjective clauses with no commas



We would like to thank you for your support in pursuing a process that will strengthen DPKO's ability to support the civilian personnel requirements of its field missions.)



The refugees who fled the area last month are the ones most in need of assistance.

Nonrestrictive participle phrases


After receiving the data we requested(,) we will be able to finish the report.



Once completed(,) the report will be submitted without delay.

Adverbial clauses and phrases


As you can see(,) Doralia proposes to maintain a reduced OGE.



To enable prompt settlement(,) please indicate the requisition and Letter of Assist number.



Since UNGAMIP's budget has already been completed(,) we will look into ways to provide the most urgent requirements.

Generalizing expressions (e.g. in brief, in fact, in general, above all, on the whole)



In general(,) we can say the mission has been successful.

Introductory words and phrases


Unfortunately(,) we cannot reimburse you for the amounts you requested.



Further to your memorandum of 18 April 2002 on third party insurance(,) it is requested that our certification be revised.


(b)
And use commas:

Between a series of like words


We welcome the opportunity to assume responsibility for new functions in the area of recruitment(,) selection(,) grading and appointment.



We need to create a stable(,) secure and peaceful environment.



We have achieved peace(,) harmony(,) security and stability.

Before the conjunctions "and", "but", "for" and "or"


As you are aware, the delegation did not take effect at that time(,) and so we did not pursue the matter with you further.



The military part of the operation has generally been successful(,) but there have been some difficulties.

Exercise 3: 

 Put commas where necessary in the following formal letter:

Madam


On behalf of the Secretary-General I have the honour to thank your government for its assistance in facilitating a safe and timely withdrawal of UNABCD personnel and equipment from Grandland.


In order to assist the United Nations further it would be greatly appreciated if the Uralian government could give due consideration to repurchasing $6 million worth of military spares which were recently shipped out of Grandland.  These items were used to service AH-1S attack helicopters OH-58 reconnaissance helicopters and M60 tanks in UNABCD II. This equipment has now been returned to your government and consequently the spares are of no further use to the United Nations.  Should a purchase not be possible then possibly the Uralian government would be pre-disposed to a sale of the spares to a third party and then the funds received could be used to offset payment for other services provided to the United Nations.


If Uralia is not in a position to re-purchase or sell these items the United Nations will be left with two alternatives.  Firstly an attempt could be made to sell the spares to a third party leaving the United Nations open to criticism as having entered into a sale of military equipment or the Organization could destroy the items with the commensurate financial implications and then leave both Uralia and the United Nations open to criticism for sustaining such a loss.


Accept Madam the assurances of my highest consideration.

 Commas, shown in parentheses, should be placed as follows:

Madam (,)


On behalf of the Secretary-General (,) I have the honour to thank your government for its assistance in facilitating a safe and timely withdrawal of UNABCD personnel and equipment from Grandland.


In order to assist the United Nations further (,) it would be greatly appreciated if the Uralian government could give due consideration to repurchasing $6 million worth of military spares which were recently shipped out of Grandland.  These items were used to service AH-1S attack helicopters (,) OH-58 reconnaissance helicopters and M60 tanks in UNABCD II.  This equipment has now been returned to your government (,) and consequently (,) the spares are of no further use to the United Nations.  Should a purchase not be possible (,) then possibly the Uralian government would be pre-disposed to a sale of the spares to a third party (,) and then the funds received could be used to offset payment for other services provided to the United Nations.


If Uralia is not in a position to re-purchase or sell these items (,) the United Nations will be left with two alternatives.  Firstly (,) an attempt could be made to sell the spares to a third party (,) leaving the United Nations open to criticism as having entered into a sale of military equipment (,) or the Organization could destroy the items (,) with the commensurate financial implications (,) and then leave both Uralia and the United Nations open to criticism for sustaining such a loss.


Accept (,) Madam (,) the assurances of my highest consideration.

FORMAT RULES (page 178 in the textbook)

Organizing a report to fit the purpose using appropriate headings and subheadings 

· Revisiting headings and subheadings

Any paper intended for study or reference gains from the use of topical headings marking logical divisions of the subject.  In English, the heading should not be treated as part of the text.  The text should be complete in itself and the headings should serve only as an editorial device to indicate the structure of the text…


Topical headings should indicate concisely the subject discussed in the text that follows.  They are usually nouns or phrases built about nouns.  Headings and subheadings should be balanced in structure; for example, interrogative headings should not be interspersed among noun phrases.  Moreover, a subheading should not repeat the wording of a heading. 





(The United Nations Editorial Manual, Article E2.)


Headings and subheadings guide the reader through the pages of a report.  In shorter reports that have well-established formats and readers familiar with those report types, general category headings can work well.  In long reports, more specified headings should be used.


How long should a heading be?  There is no rule.  Sometimes writers are overly concerned about the length of their headings and lop off words to “tighten” them up.

In the attempt to make the headings briefer, important words are often lost.


Headings should not only “fit” tightly with the texts that follow, they should also “fit” with each other.  Think about parallelism of both form and content:  headings at the same level of generality should ideally be parallel.


For your quick reference, the system of identification of headings and subheadings from The United Nations Editorial Manual is outlined below.

Part One

TITLE OF PART CENTERED

I. CHAPTER HEADING CENTERED

A. First-degree subheading, centered and underlined
1. Second-degree subheading, centered and underlined
(a) Third-degree subheading, at margin and underlined
(i)  Fourth-degree subheading, indented five spaces and underlined
a. Fifth-degree subheading, indented ten spaces and underlined
i. Sixth-degree subheading, indented fifteen spaces and underlined
(The United Nations Editorial Manual, Article E2.)

Exercise 4:


Read through the headings and subheadings of a report in progress.  Do headings and subheadings that are similarly identified have equal weight?  Are they expressed in parallel structures?   Does there seem to be an internal logic connecting the subheadings?

If not, can you recommend some changes by rewording some headings or subheadings?

Topic and purpose:
Economic transition in the Democratic People’s Republic of Bula Bula and its prospect:  Is Bula Bula finally coming out of its hermit state?

1. Introduction

2. Economic crisis and policy responses in the past decade

A. Output contraction and severe structural imbalances

B. Main causes

C. The shift in external policy and the limited domestic reform

3. Gaining momentum in economic exchange and cooperation with the Republic of Bula Bula:  a way out of its current economic impasse and a road to unification

A. The historical summit agreement between the two Bula Bulas

B. Implications of their economic integration

i) Inter-Bula Bulan trade

ii) Special economic zone (SEZ) as a main instrument for economic cooperation

C. Obstacles to economic cooperation (or conditions for success)

4. New strategies of the President of Bula Bula:  Will he touch on the fundamental 

reform?

5. Conclusion and prospect
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