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READING

Readingisamultifacetedprocessinvolvingwordrecognition,comprehension,fluency,

andmotivation.

Readingismakingmeaningfrom print.Itrequiresthatwe:

Identifythewordsinprint— aprocesscalledwordrecognition

Constructanunderstandingfrom them — aprocesscalledcomprehension

Coordinateidentifyingwordsandmakingmeaningsothatreadingisautomaticand

accurate— anachievementcalledfluency

Todevelopwordrecognition

Howtobreakapartandmanipulatethesoundsinwords— thisisphonemicawareness

example:feethasthreesounds:/f/,/e/,and/t/

Certainlettersareusedtorepresentcertainsounds— thisisthealphabeticprinciple

example:sandhmakethe/sh/sound

Howtoapplytheirknowledgeofletter-soundrelationshipstosoundoutwordsthatare

newtothem — thisisdecoding

example:ssssspppoooon— spoon!

Howtoanalyzewordsandspellingpatternsinordertobecomemoreefficientatreading

words— thisiswordstudy

example:Bookworm hastwowordsIknow:bookandworm.

Toexpandthenumberofwordstheycanidentifyautomatically,calledtheirsight

vocabulary



example:Oh,Iknowthatword— the!

Todevelopcomprehension

Backgroundknowledgeaboutmanytopics

example:Thisbookisaboutzoos— that'swherelotsofanimalslive.

Extensiveoralandprintvocabularies

example:Lookatmytrucks— Ihaveatractor,andafireengine,andabulldozer.

UnderstandingsabouthowtheEnglishlanguageworks

example:Wesayshewenthome,notshegoedhome.

Understandingsabouthowprintworks

example:readinggoesfrom lefttoright

Knowledgeofvariouskindsoftexts

example:Ibettheylivehappilyeverafter.

Variouspurposesforreading

example:Iwanttoknowwhatladybugseat.

Strategiesforconstructingmeaningfrom text,andforproblem solvingwhenmeaning

breaksdown

example:Thisisn'tmakingsense.Letmegobackandrereadit.

Todevelopfluency

Developahighlevelofaccuracyinwordrecognition

Maintainarateofreadingbriskenoughtofacilitatecomprehension

Usephrasingandexpressionsothatoralreadingsoundslikespeech

Transform deliberatestrategiesforwordrecognitionandcomprehensionintoautomatic

skills

Readingalsomeansdevelopingandmaintainingthemotivationtoread.Readingisan

activeprocessofconstructingmeaning.Thekeywordhereisactive.

Todevelopandmaintainthemotivationtoread

Appreciatethepleasuresofreading



Viewreadingasasocialact,tobesharedwithothers

SeeTodevelopwordrecognition,childrenneedtolearn:

Howtobreakapartandmanipulatethesoundsinwords— thisisphonemicawareness

example:feethasthreesounds:/f/,/e/,and/t/

Certainlettersareusedtorepresentcertainsounds— thisisthealphabeticprinciple

example:sandhmakethe/sh/sound

Howtoapplytheirknowledgeofletter-soundrelationshipstosoundoutwordsthatare

newtothem — thisisdecoding

example:ssssspppoooon— spoon!

Howtoanalyzewordsandspellingpatternsinordertobecomemoreefficientatreading

words— thisiswordstudy

example:Bookworm hastwowordsIknow:bookandworm.

Toexpandthenumberofwordstheycanidentifyautomatically,calledtheirsight

vocabulary

example:Oh,Iknowthatword— the!

Todevelopcomprehension

Backgroundknowledgeaboutmanytopics

example:Thisbookisaboutzoos— that'swherelotsofanimalslive.

Extensiveoralandprintvocabularies

example:Lookatmytrucks— Ihaveatractor,andafireengine,andabulldozer.

UnderstandingsabouthowtheEnglishlanguageworks

example:Wesayshewenthome,notshegoedhome.

Understandingsabouthowprintworks

example:readinggoesfrom lefttoright

Knowledgeofvariouskindsoftexts

example:Ibettheylivehappilyeverafter.

Variouspurposesforreading



example:Iwanttoknowwhatladybugseat.

Strategiesforconstructingmeaningfrom text,andforproblem solvingwhenmeaning

breaksdown

example:Thisisn'tmakingsense.Letmegobackandrereadit.

Todevelopfluency

Developahighlevelofaccuracyinwordrecognition

Maintainarateofreadingbriskenoughtofacilitatecomprehension

Usephrasingandexpressionsothatoralreadingsoundslikespeech

Transform deliberatestrategiesforwordrecognitionandcomprehensionintoautomatic

skills

Readingalsomeansdevelopingandmaintainingthemotivationtoread.Readingisan

activeprocessofconstructingmeaning.Thekeywordhereisactive.

Todevelopandmaintainthemotivationtoread

Appreciatethepleasuresofreading

Viewreadingasasocialact,tobesharedwithothers

Seereadingasanopportunitytoexploretheirinterests

Readwidelyforavarietyofpurposes,from enjoymenttogatheringinformation

Becomecomfortablewithavarietyofdifferentwrittenformsandgenres.

Readingisthemotivatedandfluentcoordinationofwordrecognitionand

comprehension.

4DifferentTypesOfReadingTechniques

Skimming

Skimming,sometimesreferredtoasgistreading,meansgoingthroughthetexttograsp

themainidea.Here,thereaderdoesntpronounceeachandeverywordofthetextbut

focusestheirattentiononthemainthemeorthecoreofthetext.Examplesofskimming

arereadingmagazinesornewspapersandsearchingforanameinatelephonedirectory.

Scanning



Here,thereaderquicklyscuttlesacrosssentencestogettoaparticularpieceof

information.Scanninginvolvesthetechniqueofrejectingorignoringirrelevant

informationfrom thetexttolocateaspecificpieceofinformation.

IntensiveReading

Intensivereadingisfarmoretime-consumingthanskimmingandscanningasitneeds

thereadersattentiontodetail.Itinvolvesclosereadingthataimsattheaccuracyof

comprehension.Here,thereaderhastounderstandthemeaningofeachandeveryword.

Extensivereading

Extensivereadinglaysmoreemphasisonfluencyandlessonaccuracy.Itusually

involvesreadingforpleasureandismoreofanout-of-classroom activity.Itishighly

unlikelyforreaderstotakeuptheextensivereadingoftexttheydonotlike.

4CommonReadingProblems

Issueswithdecoding

Beginnerreadersmaystrugglewhentheymeetneworunfamiliarterms,buttypically

decodingbecomeseasierwithrepeatedpracticeofreadingthetextoutloud.Ifachild

continuestostruggle,theremaybeanunderlyingdifficultyoraphysicalimpairmentthat

doesnotallowthem tohearthesoundsorseetheletters.

Poorcomprehensionofreadingskills

Somechildrencanreadlikeaprobutmaynotbeabletotellyouwhattheyhaveread.

Thisindicatesaproblem ofincomprehension.Thesechildrenmayfindthesame

difficultywhentheirteachersorparentsreadaloud.

Speed

Themorechildrenread,themoretheyexpandtheirvocabulary.Theybegintorecognize

morewordsbysight,enablingthem toreadfaster.Ifspeedistheissuewithyourchild,

slowprocessingofinformationcouldbetheproblem.Sincereadingisacognitively

demandingtask,itinvolvesholdinginformationinthemindwhilecontinuously

processingthetext.Thiscanexhaustthechildrenwithslowprocessing.Suchchildren

mayrequireextratimetocompletetasksthatrequireextensivereading.

Mixedreadingdifficulties

Mixedreadingproblemsinkidsincludedecodingwordsanddifficultywith

comprehension.Theyhavechallengeswhenitcomestoreadingwords,retaining

information,andunderstandingthetext.Theseproblemscouldbeduetoareading

disorder.Althoughsomekidslearnslowerthanothers,ifyounoticeanydifficultythat



affectsyourchildsdailylife,itshouldbeevaluatedbyaprofessional.

Readingbetweenthelines

Readingbetweenthelines,orinterpretingthehiddenmeaningsofwhatpeoplesay,isa

skillthatyoucanlearn.Whileyoumaynotalwaysbeabletofigureoutexactlywhat

someonemighthavemeant,youcangetagoodidea.Makesuretolookatthebig

picturewhenreadingbetweenthelines.Payattentiontotheirwords,theirbodylanguage,

andthesituation.

Method

AnalysingWhatPeoplesay

Listencarefully.Listeningcloselytowhatpeoplesayisessentialtoreadingbetweenthe

lines.Developyourlisteningskillsandpracticethem regularly.Somegoodlistening

techniquesinclude

Smilingandnoddingtoshowyouarepayingattention.

Usingneutralstatementstoencouragethepersontokeeptalking,suchasyes,Isee,

andgoon.

Rephrasingwhatthepersonhasjustsaidtoensurethatyouhaveunderstoodthem.For

example,youmightsaysomethinglike,"Itsoundslikeyouaresayingthatyoudon'tthink

Iam averygoodlistener.Isthatright?"

Takenotessothatyoucananalyzethem later.Takingnotesonwhatsomeonesayswill

allowyoutoreturntotheinformationlaterandanalyzeit.Writedownanythingthat

seemsimportantorthatyou'dliketocomebackto.However,takingnotesmightnotbe

practicalforeverysituation.

Forexample,takingnotesduringajobinterviewisacceptable,buttakingnotesduringa

conversationwithafriendmayseem strangetotheotherperson.

Noticewhatthepersondoesnotsay

Whatthepersonleavesoutmaybeasimportantaswhattheyinclude.Afterthe

conversation,considerwhethertheyleftoutanythingthatyouthinkisimportant.[3]

Forexample,ifacoworkeravoidedtalkingabouttheirprogressonaspecialproject,then

theymightbestrugglingwiththeproject.

Ifafriendchangesthesubjectwhenyouattempttotalktothem aboutarecentfightyou

had,thentheymightnotbereadytotalkaboutit.

Askforclarity



Aftertheconversation,itisfinetoaskthepersonaboutanythingthatwasuncleartoyou.

Behonestifyoudon'tunderstandsomethingorifyouwantmoreinformationabout

somethingtheysaid.

Trysayingsomethinglike,Iam interestedinthewayyoudescribedyourprocessforthis

pieceofart.Couldyoutellmemoreaboutthat?

Youcanalsosimplysay,Ididn'tunderstandwhatyousaidaboutaboutthehomework.

Canyoupleaseexplainthatagain?

Reflectonthethingsthepersonsaid

Aftertheconversation,reflectonwhatwassaid.Askyourselfsomequestionsto

identifythingsthatseemedimportantorthatmighthaveahiddenmeaning.Somegood

questionstoaskyourselfinclude:

Whatstoodoutabouttheconversation?Wasthereanythingaboutitthatwasbizarreor

uncomfortable?

Whatwasthemainfocusoftheconversation?

Whatseemedtobethemostimportantsubjectfortheotherperson?

Didwearriveatasolutionorcompromise?Ifnot,didtheotherpersonsuggestawayfor

ustodothat?

Notetheperson'sfacialexpressions

Thewaythatsomeonelooksatyoucansayalotaboutwhattheyarethinking.Pay

closeattentiontotheperson'sfacialexpressionswhiletheyaretalkingandlisteningto

you.

Lookathowthey'resittingorstanding

Thewaysomeonepositionsthemselfinrelationtoyoucanalsogiveyoucluesabout

theirattitude.Checkthepositionoftheirbodywhileyouaretalkingtothem.

Watchtheirhandsandarms

Handandarm positionisanothergoodwaytoreadbetweenthelinesaswell.Note

wherethepersonplacestheirhandsandarmstodeterminehowinterestedtheyarein

theconversation.

Thinkaboutthecircumstances

Alongwiththethingsthatthepersonsaysandtheywaytheyusebodylanguage,the

circumstancesofaconversationmayalsoprovidehelpfulcluesaboutthepersons



feelings.Considerthecircumstancesoftheconversationtodecideifanyoftheirwords

orbodylanguagemightbeduetothat.

Examinethetiming

Choosingthebesttimetohaveaconversationcanalsomakeabigdifferenceinhow

thepersonrespondstoyou.Reflectonhowwellyoutimedtheconversationaswell.

Reflectonanyotherrelevantfactors

Beforeyoudecidewhatthepersonsreactiontoyoumighthavemeant,makesureto

considerotherpossiblefactorsinhowtheyrespondedtoyou.

Importanceofreading foreffectivecommunication

THEIMPORTANCEOFREADING

Readingenhancesourlifeinseveralways:

EXERCISINGYOURMIND

Oneoftheadvantagesofreadingisthatitengagesvariouspartsofyourbrain.When

youread,youexerciseyourcomprehensionabilitiesandyouranalyticalabilities.Itfires

upyourimaginationandstimulatesthememorycentersofyourmind.Ithelpsrecall

informationaswellasstabilizeyouremotions.

Theimportanceofareadinghabitisthatitstrengthensmentalmuscles.Readingisone

ofthebestmentalworkoutsthereis.Itsbeenfoundthatregularmentalstimulationcan

slowdownandpossiblyevenpreventdiseaseslikeAlzheimersanddementia.Reading

keepsthemindagileandyoung.

Readingandwritingworkinsimilarways.Readingimprovesyourwritingstyleandflow.

Writerslearntoperfecttheircraftbytakinginspirationfrom otherwriters.Itsimpossible

tobeagoodwriterifyoudontread.AcclaimedauthorStephenKingissaidtocarrya

bookwithhim whereverhegoes.Heevenreadswhileeating.

Anothervitalroleofreadingskillsincommunicationisperfectingyouroratoryskills.

Readingteachesyounewwordsandperspectives.Ithelpsstrengthenlanguageand

sharpenssentencestructure.Itgivesyouabettercommandoverthelanguage.Allof

thesearecriticaltobeingagoodspeaker.

FINDINGYOURSELF

Booksworkasportalstonewerworlds.Theyhavethepotentialtobroadenyour

perspective,shapeyourattitudetowardsothersandlife,andopenyouuptonewways

ofthinkingabouteverydaylife.



Oneoftheseveraladvantagesofreadingisthatithelpsshapeyouridentity.Whenyou

read,youdecidewhoyouwanttobecome.Youborrowbitsfrom fictionalcharactersyou

holddear.Forexample,readingSherlockHolmescaninspireyoutobecomeadetective

orsimplybecomemoreobservantandanalytical.

BECOMINGAWELL-READINDIVIDUAL

Well-readindividualsareheldinawe.Thewordswell-readareoftenusedtodenotea

learnedindividual,fullofwisdom.

Beforetheinternet,booksweretheonlysourcesofinformationandknowledge.Books

containthecollectivewisdom ofourtimes.Themoreyouread,themoreyouwilllearn

abouttheworldandthepeopleinit.Oneofthegreatbenefitsofreadingisthatithelps

youevolveyourunderstandingoftheworld.

KEEPINGCALM ANDENTERTAINED

Bookscanbeaperfectescapefrom reality.Theycancheeryouupwhenyouredown,

motivateyouwhenyouresad,andevenkeepyoucompanywheneverybodyelseisbusy.

Oneofthebenefitsofreadingisthatitrelaxesyourmindandbody.Yourechargeyour

energylevelsmuchfasterwhenyouread.Readingisthebestwaytoendthedayona

calm note.Itmayevenhelpyoufallasleepmuchfaster.

ADVANTAGESOFREADING

Thepointsabovedemonstratetheimportanceofmaintainingareadinghabit.Herearea

fewmorebenefitsofreadingregularly:

IMPROVESYOURTHINKINGSKILLSANDANALYTICALABILITIES

Therearetimeswhenyoureadabookandrealizethereareloopholesintheplot.You

figureoutwhothemurdererisbeforethebooktellsyou.Somehow,yourmindworks

fasterwhenyouread.

Readingsendsyouranalyticalandcriticalthinkingabilitiesintohyperdrive.Eachbook

becomesapuzzleyourmindracestosolve.Witheachbook,itkeepsimprovingitsscore.

Thesesameabilitiesalsoapplytotherealworld.Areadersmindistrainedtonoticetiny

details.Itputsthepiecestogetherandcanfindconnections.Itismoreadeptat

identifyingpatternsandsolvingpuzzles.Itlearnshowtosynthesizeknowledgebetter.In

HarappaEducationscourseonReadingDeeply,thisaspectiscoveredinthemoduleon

PostReading.

HELPSYOUBLOCKOUTTHENOISE

Shortattentionspansaretheorderofthedayaslivesbecomeaconstantstream of



interruptionsandactivity.

YouareexpectedtomanageyourWhatsAppmessagesandcheckyouremailand

interactwithyourcolleagues,allatthesametime.Jugglingsuchtasksreducesfocus

andlowersproductivity.

Butwhenyoureadabook,allyourattentionisfocused.Theimportanceofreadinginour

digitalagecannotbeoverstated.Itisperhapstheonlywaylefttoimprovefocusand

attention.

HELPSMASTERALANGUAGE

Readingisoneofthebestwaystolearnanewlanguageorgainmasteryoveraknown

one.Also,whenyoulearnthroughstories,youlearnmuchfaster.

Learningaboutwordsthroughcontextisoneofthemostorganicwaystounderstand

theirmeaningandimproveyourvocabulary.Thisalsohelpsgainknowledgeabout

colloquialterms.

CONNECTINGWITHOTHERS

Bookscanbegreatconversationstartersandcanhelpbondwithnewpeople.

Readerscanhavemultiplestoriestotellortopicstodiscuss,andcaneasilybecomethe

centerofattentionduetotheirknowledge.Theirabilitytoobjectivelycritiqueissuesalso

makesthem popular.

KEEPSYOUGROUNDED

Readingisaconstantexerciseinhumility.Themoreyouread,themoreyourealizehow

muchyouhavent.Thatremindsyouofhowmuchfurtheryoustillneedtogo.Eachbook

remindsyouofhowlimitedyourknowledgeis.

Readersarefriendlierandmoreacceptingofothers.Theyarealwayshelpfulasthey

knowtheytooarestillaworkinprogress.

Itsbenefitsmakereadinganon-negotiablehabit.Abookcanbemanydifferentthings.It

canbeaguidewhenyouarelost.Itcanbeacompanionwhenyoufeelalone.

Whilethesebenefitsareremarkable,readingdeeplyrequiresexpertguidance.Youcan

learnallaboutinHarappaEducationsReadingDeeplycourse,whichhelpsyouimprove

yourreadingquotient.Signupnowtostartyourreadingjourney.

WRITING

ELEMENTSOFBUSINESSLETTERS



· Heading:Headingincludesthename,address,telephoneno.,trademark,faxno.,

e-mailaddressetc.

· Date:Thedateshouldbewrittentwospacebelowthelastlineoftheletterhead,

attherighthandcorner.Datemaybewrittenineitherofthefollowingforms14

March,2010orMarch14,2010or14thMarch2010.

· Reference:Therefrenceisgivenbelowthedatelineonthelefthandside.

Referencehelpstoidentifyandplacethecorrespondenceintheproperfileand

maintainalinkbetweenthepreviousandpresentcorrespondence.Therefrence

linecanbewritteninthefollowingway:yourrefrenceno:,Ourreferenceno:,

Referenceno.

· Insideaddress:Theinsideaddressiswrittenonthelefthandsideofthepage.All

itslinestartatthesamemargine,whichisidenticalwiththemarginof thebody

oftheletter.Theinsideaddressconsistsofthenameandaddressofthe

addressee.

· Attentionline:Itisplacedbetweentheinsideaddressandthesalutation.Its

purposeistodrawtheattentionofaparticulardepartmentorapersonofa

company.

· Salutation:Thesalutationisusedasagreetingwithwhich astarted.Itis

writtenfrom theleftmarginandisplacedtwospacesbelowtheinsideaddress.

GenerallyDearSir/Madam isusedasgreeting.

· Bodyoftheletter:Thisisthemainpartoftheletter whereinthemessagethat

wewanttoconvey,iswritten.Theopeningparagraphintroducethemessage.

Thesecondparagraph containsthemainmessageofthewriter.Theclosing

paragraphhaswritersexpectationsandintentionsregardingthematter.

· Complimentaryclose:Theletterendswithacomplimentaryexpression.Itis

placedspacesbelowthelastlineoftheclosingparagraph.Thecomplimentary

close shouldmatchthesalutation.

· Signature:Signatureisthesignednameofthewriter.Whichsuggeststhatthe

writerhasgivenhisapprovaltothewrittenmatter.Itisplacedbetweenthe

complimentarycloseandthenameofthesender.

· Enclosures:Thesearetheadditionaldocumentsandpaperswhicharesentalong

withwriter.IftheyaremoreinnumberthantheyarenumberedlikeEncl.1.Encl.2

etc.

STYLESOFLETTERWRITING



· Completeblockstyle:Thisisamodernstyleandwidelyused.Alltheelementsof

theletterstartsatthelefthandmargin.Thereiscompleteabsenceof

punctuationmarksfrom date,salutation,complementarycloseandfrom theend

lineoftheinsidenameandaddress.

· Theblockstyle:Inthisstylethedateline,complimentarycloseandthe

signaturearealignedwiththerightmargine,allotherexceptheadingaresetleft

margine.

· Thesemiblockstyle:Inthisstylethebodyoftheletterisstartedwithmargin,

intended.Thedate,complimentarycloseandsignaturearealignedwiththeright

margin.Restalltheelementsareonleftside.Inthisstylemixedpunctuation.

· Indentedstyle:Inthisthenameandparagraphofthebodyaretwoorfourspaces

indented.Theparagraphsareseparatedbydoublespacing.Theinsideaddressis

offsettogivetheletterbalance.

· Hangingparagraph:Inthisstyleofletterwriting,theparagrapharedisplayedin

suchawaythattheyappeartobehangingonpeg.Inthisstyle,thefirstlineof

paragraphisfullyblockedandtheremaininglinesarecontinuouslyindented5to

7spacesinsidethelefthandmargin.

· Noma-simplifiedormemorandum:Thisstyleofletterwritingisimpliedininter

officecorrespondenceorinternalwrittencommunicationinoffices.Inthisstyle

thereisnosalutation,nosubscriptionasinbusinesslettersandthematteris

writtendirectlyinasimplifiedmanner.Inwritingthebodyofaletter,fullyblocked

dtyleisgenerallyused.

TYPESOFBUSINESSLETTERS

QUOTATION

· Invitingquotation:Invitingquotationisaletterofenquiryinwhichyouaskother

firm ororganizationtoquotetheirratesandtermsofpaymentforthegoodsyour

firm orcompanywishestobuyfrom them.thepurposebeingtofindoutthe

cheapestandbestsourceofsupplyofgoodsrequired.

· Sendingquotation:Sendingquotationisthequotationsentinresponsetothe

letterinvitingquotations.Hence,everypointmentionedintheletterinviting

quotationsshouldbecarefullynoteddownandthenreplyshouldbedrafted

keepingthosepointsinmind.

· ENQUIRYLETTER: Enquiryeletterisaletterwhenabuyerwishestogetsome

informationaboutthequantity,price,availabilityetcofgoodstobepurchasedor

aboutthetermsofsalesetc.Hewritesaletterofenquirytotheseller.



· COMPLAINTLETTER:Complaintletterisaletterwrittenbyaconsumertoa

manufacturersorretailerregardingaproblem withaproductorservices.

· ADJUSTMENTLETTER:Awrittenresponsebyarepresentativeofabusinessor

agencytoacustomersclaim letter.

· CREDITLETTER:Aletterofcreditisadocumentbyafinancialinstitution,ora

similarpartyassuringpaymenttoasellerofgoodsorservices.

· SALESLETTER: Salesletterisaletterwhichiswrittentopersuadethereaderto

purchaseproductorserviceintheabsenceofasalesman.

REPORT

Areportisasystematicdescriptionofaneventforonewhowasnotpresentonthe

scene

AccordingtoC.A.Brown

Areportisacommunication

from someonewhohassome

informationtosomeone

whomenttousethatinformation

CHARACTERISTICSOFGOODREPORT

· Informationcollectedinthereportmustberelevantandfocusedto
derivedesiredresults.Pictorialandgraphicalpresentationofdata
andrelatedinformationhelptounderstandthedetailseasily.Thereis
a possibilitythatthe collected data in the reportneeds to be
representedatmanyplacesindifferentformatstofulfillthereport
goals.Theultimategoalistodeterminealltheissueandmake
suitablestrategiestocopeupwiththeseissueorproblems.

· Reportshouldfollow theexactpredefinedgoalsandobjectives.If
thereisanysortofdivergenceofrelatedinformationwhichdoesnot
matchthegoalsthentheresultsareofnouse.Infactthereisa
probability oflanding up in making negative oroutoffocus
strategies,whichwillbeverydangerous.



· Thereportshouldalwayscontaintheexecutivesummaryofthework.
Thisisgenerallykeptbeforetheactualreportstartsasitshowsthe
summaryofthedesiredbusinessplan.

· Apartfrom theactualanalysisthereportshouldalsodepictthe
reasonsofmakingthisreportandwhatadvantagesandprofititcan
provideaftersuccessfulimplementationofbusinessplansdescribed
insidethereport.

· Itshouldalsocontainthemethodologyoftheresearchwhichshows
theoverallprocessadoptedtocreatethereport.

· Itisimportantthatthereportcontainsthepossibilityoferrorsinany
ofthemoduleorprocesssothatimmediatemeasurescouldbe
takentocopeupwiththeseerrors.

· Thereportshouldcontainthedescriptionofthequestionnairesused
inanalysisandthewayithasbeenprepared.

· Themethodologyusedintheinterviewsshouldalsobeelaborated
andwhatwasachievedinthisshouldalsobedescribed.

· Iftheinformationshow thatsomeaspectsneedstopredictthe
futuretrendsthenthereportsshoulddepictthatprediction.This
predictionshouldhavescaleofsuccesssothattheaccuracycould
bejudgedefficaciously.Thereportshouldalsodefineeachandevery
variableandelementusedincreatingthesepredictiveanalyses.

· Thereportshouldbeflexibleenoughtobechangedaccordingly.The
analytical information described inside the report should be
maintainedinsuchawaythatthereisnoextraeffortlaboredifany
strategyorprocessittobechangedinfuture.Itshouldnecessarily
mouldthechangeswithoutchangingthestructureofthereport.

IMPORTANCEOFGOODREPORT

· Complete and CompactDocument:Reportis a complete and
compactwritten documentgiving updated information abouta
specificproblem.

· Systematic Presentation of Facts : Report is a systematic
presentationoffacts,figures,conclusionsandrecommendations.
Reportwriterscloselystudytheproblem underinvestigationand
prepareareportafteranalyzingallrelevantinformationregardingthe
problem.Reportissupportedbyfactsandevidence.Thereisno
scope forimagination in a reportwhich is basically a factual
document.

· PreparedinWriting:Reportsareusuallyinwriting.Writingreports
areusefulforreferencepurpose.Itservesascomplete,compactand
self-explanatorydocumentovera long period.Oralreporting is
possibleinthecaseofsecretandconfidentialmatters.



· ProvidesInformationandGuidance:Reportisavaluabledocument
whichgivesinformationand guidanceto themanagementwhile
framingfuturepolicies.Itfacilitatesplanninganddecisionmaking.
Reportsarealsousefulforsolvingproblemsfacedbyabusiness
enterprise.

· Self-explanatoryDocument:Reportisacomprehensivedocument
and covers allaspects ofthe subjectmatterofstudy.Itis a
self-explanatoryandcompletedocumentbyitself.

· ActsasaToolofInternalCommunication:Reportisaneffectivetool
ofcommunicationbetweentop executivesand subordinatestaff
workinginanorganization.Itprovidesfeedbacktoemployeesandto
executivesfordecisionmaking.Reportsaregenerallysubmittedto
higherauthorities.Itis an example ofupward communication.
Similarly,reportsarealsosentbycompanyexecutivestothelower
levelsofmanagement.Thisistreatedasdownwardcommunication.
In addition,reports are also sentto shareholders and others
connected with thecompany.Itmaybepointed outthatreport
writing / preparation acts as a backbone of any system of
communication.

· ActsasPermanentRecord:Areportservesasapermanentrecord
relatingtocertainbusinessmatter.Itisusefulforfuturereference
andguidance.

· Time Consuming and CostlyActivity:Reportwriting is a time
consuming,lengthyandcostlyactivityasitinvolvescollectionof
facts,drawingconclusionandmakingrecommendations.

TECHNICALREPORT

Itisdividedintothreeparts:

FrontMatter

· Cover

· Frontispiece

· Titlepage

· CopyrightNotice

· ForwardingLetter



· Preface

· Acknowledgements

· TableofContents

· Listofillustration

· AbstractandSummary

MainBody

· Introduction

· DiscussionorDescription

· Conclusions

· Recommendations

BackMatter

· Appendices

· ListofReferences

· Bibliography

· Glossary

· Index

Cover

Acoverisusuallymadeofwhiteorsomesoft,neutral-colouredcard.Itprotectsthe
manuscriptfrom damageandgivesthereportaneatappearance.Someorganizations
havepreparedcoverswhichhavetheirnameandaddressprintedonthem.

Frontispiece-Itisatypeofwindowdisplaythatignitesthecuriosityofthereader.The
formsmostoftenusedforthepurposearephotographs,mapsandartisticdrawings.

TitlePage-Usuallythetitlepageisthefirstright-handpageofthereport.Inadditiontoall
theinformationgivenonthecover.Itmaycontainthefollowinginformation:

· Sub-title

· Nameoftheauthor

· Nameoftheauthorityforwhom thereportwaswritten4.Contract,projectorjob
number

· Approvals

· Distributionlist



Whilesettingthevariousitemsonthepage,allowaoneinch.,marginof1onallthe four
sides,and

abouthalfaninchextraontheleftsideforbinding.

CopyrightNotice

Ifareportispublished,copyrightnoticeisgivenontheinsideofthetitlepageas:

@ 1992Ram GopalShewde

Sometimesanoteisalsoaddedtoitas:

Allrightsreserved.Nopartofthisreportmaybereproducedinanyform orbyany
meanswithoutpermissioninwritingfrom thepublisher.
"

ForwardingLetter-Therearetwotypesofforwardingletters:'covering',and'introductory'.
Whilebotharewrittenfortheprimaryrecipientofthereport,thefirsttypeservessimply
asarecordortransmissionofthereport
The'introductory'letterperformsalmostthesamefunctionwhichaprefaceoran
introductiondoesforabook.

Preface-Theprefaceintroducesthereport(notthesubject-matterofthereport)and

offers itto the reader.Itcontains almostallinformation which is given in the

'introductory'typeofletteroftransmittal.

Theprefaceshouldnotbeconfusedwiththeforeword.Whereastheformeriswrittenby
theauthorhimself,thelatteriscustomarilywrittenbyanauthorityorexpertinthefield
commendingtheworkdone.Day-to-dayreportsrarelyhaveaforeword.

Acknowledgement-Mentiondiligentlythenamesofpersonsandorganizationsthathave
helpedyouintheproductionofthereport.Whenyouincludepublishedmaterialandthe
listofsourcesisverylong,useaseparatepageforthepurpose.

TableofContents-Ifthereportislong,say,morethantenpages,theTableofContentsis
essential.Itsfunctionistogivethereaderanoverallview ofthereportandhelphim
locateaparticulartopicorsubsidiarytopiceasily.Thecontentscontainstheheadings
and sub-headingsofthereport.Subheadingsbeyond thethird orderaregenerally
excluded.Thepagenumbersarecarefullycheckedagainorstthetextsothatthereader
doesnotfeelfrustratedwhenheopensaparticularpageandlooksforaheading
sub-headingthatisnotthere.

Whilepreparingthetableofcontentsbearinmindthefollowingpointsaboutitslayout:

▪LeaveaoneandhalfinchofmarginontheleftandaI"marginontheright,thetop,and
thebottom.WriteTableofContents'onthetopcentreincapitalsandunderscore.

▪Leavetwospacesbetweenheadingsandonespacebetweensub-headings.



ListofIllustrations-Aseparatelistofillustrations.isgivenimmediatelyafterthetableof
contentsiftherearealargenumberof(adozenormore)tablesandfigures.Itslayoutis
thesameasthatqfthetableofcontentsanditgivesinformationaboutthenumber,title
andpagereferenceofeachillustration.Ifthenumberofillustrationsisverylarge,divide
itintotwoparts,namely:ListofTables,andListofFigures.

AbstractandSummary-Mostreportscontainasynopsiswhichiscalledanabstractora
summary.Althoughsomepeopleregardthesetwotermsasdifferentnamesforthe
sameelement,adistinctionbetweenthem ismadebydiscriminatingwriter.

Themaindifferencebetweenthem isthatoffunction.Anabstracttellsinconcentrated
form whatthereportisaboutwhereasasummarygivesthesubstanceofthereport.A
readerwhoisinterestedinknowingonlytheextentofcoveragewillbesatisfiedwiththe
abstract.Butifhealsowantstoknowthemethodofanalysis,thesignificantfindings,
theimportantconclusionsandthemajorrecommendations,hewillneedasummary.

MAINBODY

Introduction

Anintroductionprovidesabetterstartingpointtothereaderwhoisnotfamiliarwiththe
subjectofareport.Themainfunctionoftheintroductionistosaywhatthereportis
about,whatworkhasalreadybeendoneonthesubjectandwhatnew groundsare
coveredinthepresentstudy,

DiscussionorDescription

Thissectiondiscussesordescribesthemainbusinessofthereport.Itnaturallyfills
mostofthereportandcontainsalmostalltheillustrations.Usuallyithasseveral
sections grouped underdifferentheadings and sub-headings.Itis,however,not
necessarytousetheterm 'Discussion'or'Description'itselfasaheading;otherapt
wordsorphrasesmayservethispurposebetter.

Themainfunctionofthispartistopresentdatainanorganizedform,discusstheir
significanceandanalysisandtheresultsthatflow therefrom.Ifthedataaretoo
numerousandlikelytoimpedetheexplanationordiscussion,givethem intheappendix;
inthispartrefertothem eitherbymeansoffootnotesorparenthetic~statements.

Conclusions

Theterm conclusion isgenerallyusedtodescriberemarksattheendofapieceof
writing,Thefunctionofsuchaconclusionistobringthediscussionordescriptiontoa
closeandtosignaltothereadergracefullythathehasreachedtheend.

Allconclusionsmustbesupportedbywhathasgonebefore;nothingnewshouldbe
includedatthisstage.Iftheirnumberislarge,theymaybeitemizedinthedescending
orderoftheirimportance.

Recommendations

Insomereportsconclusionsandrecommendationsarecombinedonthepleathatthey
arecloselyassociated.Youshouldnotdosounlessyourreportisveryshortoryouare



requiredtocombinethem.

Asinthecaseofconclusions,youshouldlistrecommendationsinthedescendingorder
oftheirimportance.Iftheirnumberisverylarge,theymaybegroupedunderdifferent
subheadings.

BACKMATTER

Appendices

Theappendixcontainsmaterialwhichisneededtosupportthemainbodyofthereport
butistoodetailed/voluminoustobeincludedinthetext.Thusindecidingwhichmaterial
shouldberelegatedtotheappendix,bearinmindthefollowingtwofactors:

Allappendicesshouldbereferredtointhetextandtheirsignificanceormeaning
shouldbepointedout.Iftheirnumberismorethanone,theyshouldbedesignatedas
AppendixA,AppendixBandsoon.

Generally,thekindsofmaterialsincludedintheappendixarequestionnaires,statistical
data,samplesofformsordatasheetsusedintheinvestigation,detailedcalculations,
derivationsofquestions,illustrativematerials,workedoutexamples,sampledocuments,
specimens,etc.

ListofReferences

Itisnotonlycustomarybutalsoessentialtogivecredittotheworks(publishedor
unpublished)whichyouhaveusedorquotedinyourreport.Thisisdonebycitingsuch
worksinthetextandlistingthem inalphabeticalorderattheendofthereport.Iftheir
numberissmall,theymaybementionedinthefootnotesatthebottom ofthepageon
whichtheyarecited,

Bibliography-A bibliographyisaseriallynumberedlistofpublishedandunpublished
workswhichareconsultedbeforeorduringthe:preparationofareport.

Afewexamplesaregivenoverleaf.

1.BookwithOneAuthor

Glossary-Aglossaryisalistoftechnicalwordsusedinthereportandtheirexplanations.
If,however,thenumberofsuchwordsissmall,theyaregenerallyexplainedinthe
footnotes.

Index

Theindexisintendedtoserveasaquickguidetothematerialinthereport.Itenables
thereadertolocateeasilyanytopic,sub-topicorimportantaspectofthecontents.
ThereisaneedforgivinganindexonlyinbulkyreportswheretheTableofContents
cannotdothisjob.

Entriesintheindexaremadeinalphabeticalorderandcross-referenced.Allpage
numbersonwhichinformationaboutanentryisavailablearementionedagainstit.




