WRITING SUMMARIES AND REPORTS
Translators have to work with different types of literature, they often use originals in their everyday work. Sometimes they have to come across the secondary sources of information. The secondary sources are worked up according to the contents of scientific information and the aims of using the original literature.
The main secondary sources of foreign literature are:
1)	Bibliographical descriptions;
2)	Summaries;
3)	Reports;
4)	Surveys.
 A bibliographical description is a combination of pieces of information about the original work or its part, which gives a general impression of the original.
It includes different parts. 
1) A title of the original. It is written in your own language.
2) Some information about the author or a group of them.
3) Date of publishing. It includes a place of publishing and the name of publishing house given in a full form.
4) A year of publication.
The main function of making bibliographical descriptions is to notify readers of a new source of information. Translators of technical literature have to deal with summaries and reports all the time.
A summary (an annotation) is a brief characteristic of the contents of the original or the manuscript. 
The main purpose of such a simplification is to highlight the major points from the original (much longer) subject, e.g. a text, a film or an event. There are different types of summaries. 
They are classified according to their aims of usage and their essence. 
The first type is a reference summary'. Such summaries report the theme of the original, give some facts of it and don’t express any opinion of the original work. 
The second type is a summary of recommendation. These summaries estimate the original and define a suitable class of readers.
There is another classification of summaries according to the quantity of the original contents.
The first kind is a general summary. They give some general characteristics of the original document. These summaries are written to a wide circle of readers. 
The second one is a specialized summary. They show some special aspects of the original. They are written to specialists in a variety of sciences. 
Each summary has a certain structure. It consists of several parts:
1.	The introduction. It is the stage where a reader faces the problem.
2.	The body. It expresses the main facts and problems of the original document.
3.	The ending. It gives recommendations for a definite group of readers.
Usually a person begins to write a summary from the compression of information stated in the original. It’s a difficult process, which consists of three main steps*
1) It’s necessary to express the main facts using the minimum of the original paper
2) It’s necessary to follow the main ideas of the original.
3) It’s necessary to find some extra information about this problem.

Another popular form of secondary sources of information is a report or a review.
A report is a brief interpretation of the content of the original in a written form or orally. 
It also has particular features:
1.	It gives a reader an objective idea of the original source.
2.	It presents the main facts of the original.
3.	It represents some peculiarities of it.
4.	It shows many questions of the original.
[bookmark: _GoBack]5.	It helps to get rid of making a full translation of the text.
Written reports are documents, which present specific, focused contents - often the result of an experiment, investigation, or inquiry - to a specific audience. 
 Reports are used in government, business, education, and science. Reports often use persuasive elements, such as graphics, images, voice, or specialized vocabulary in order to persuade that specific audience to undertake an action. One of the most common formats for presenting reports is IMRAD: Introduction, Methods, Results and Discussion. This structure is standard for the genre because it mirrors the traditional publication of scientific research and summons the ethos of that discipline.
An informative report or a report - precis contains all the main ideas and facts concerning with the methods of research and an equipment used in this research. It’s the most popular form of a report. An indicative report shows the ideas connected with the theme of the original.
Reports can be classified according to the quantity of the literature used for making reports.
The text of the report has three parts:
1.	The introduction. It shows the aim, the main tasks and the methods of research. It provides the context or background for the study and should state purposes, basic procedures, main findings, and principal conclusions. It emphasizes new and important aspects of the study or observations.
2.	The descriptive part. It gives data of the subject of research, of its characteristics and peculiarities. It begins from the main idea of the original.
3.	The conclusions. They give the results of research and represent the main deductions. Sometimes deductions of the writer are not represented. Conclusions represent the clear presentation of the deductions made after full consideration of the work reported in the core of the report. They may include some quantitative data, but not too many details. They may also contain recommendations for further actions as a direct result of the study described.
Reports should be easy to edit as well as easy to read and understand. Therefore producers are strongly recommended to issue instructions to guide authors in the production of a formally correct document - ready to be distributed - containing indications for formats and styles, illustrations, etc.
Summaries have some peculiarities and differences from reports (reviews):
1)	They give very brief information of the original. They are shorter than reports.
2)	They don’t retell the content of the original paper.
3)	They don’t elucidate the quantity of facts given in the report.
4)	They don’t give any conclusions in comparison with reports.
5)	The quantity of key-patterns is smaller in annotations than in reports.
Each person has to take into consideration a lot of things if he is going to write a summary or a report to avoid typical mistakes.
