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 T4Wk1Gr11EngLesson126_SK 

Subject:  Grade 11 English 

Term 4:         Factual & Argumentative Genre 

Week 2:       Lesson Number: 122 

 Date:  

 Topic:         Collecting and Handling Information 

 Text:             Locating Sources of Relevant Information  

 Practice: Reading 

Introduction 

Instructions 

To complete this lesson, you must follow these steps:  

Step 1. In your Exercise book, copy the Header.  

Step 2. Read thoroughly and understand the Lesson Notes. 

Step 3. Answer Practice Exercise 2 

……………………………………………………………………………………………………………………. 

Practice Exercise: 2 

Read these questions and write your answers in your book. 

1. To put flesh on the bones of your skeletal framework, there are stages your research should 
follow. List them. 

2. After you have identified the information you require, what are the five things you should bear 
in mind? 

 

Lesson Notes: 
 
Once you have carefully planned your report, it is time to carry out all the work that will be 
necessary before you can actually write it. In other words, you are now ready to undertake 
your project or investigation. 
Your task is to collect and handle enough relevant information to enable you to put flesh on the 
bones of your skeletal framework.  
 
These are the stages your research should follow: 

 Locate sources of relevant information. 

 Obtain the information. 

 Sort and group your findings. 

 Evaluate your findings. 
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 Priorities your findings. 

 Check your findings. 
 
Locating Sources of Relevant Information 
 
By now you will have identified the information you require, bearing in mind: 

 the precise purpose of the report 

 the needs of your readers 

 your objective(s) 

 your resources 

 your skeletal framework. 
There are four sources of information available to you: 

 People 

 Books and other publications 

 Information technology 

 Events and places. 
The information you will need may be found under any or all of these categories, so you might 
consider each in turn. 
 
PEOPLE 
You may be able to obtain the information you require from the local, national, or even the 
international community. Here are some possibilities: 

 your colleagues 

 members of the public 

 politicians 

 producers 

 manufacturers 

 retailers 

 federations 

 unions 

 pressure groups 

 international organizations. 
 
It is impossible to give details of the vast number of potential sources available to you. 
However, here is one service that every report writer should be aware of: 
 
BOOKS AND OTHER PUBLICATIONS 
Perhaps the information can be extracted from a printed source, such as: 

 encyclopedias 

 reference books 

 text books 

 guides 

 handbooks 

 journals and magazines 

 newspapers 
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 maps and charts 

 previous reports 

 correspondence 

 minutes. 
 
Information technology 
The information that a computer can put at your fingertips is almost limitless. You can often 
have free on-line access to a veritable cornucopia of information, providing you are prepared to 
put some time and effort into tracking down the facts and figures you really want. 
 
Information has a time value. Real-time stock prices from the London Stock Exchange, for 
instance, are worth more than prices that are an hour old, which, in turn, are worth more than 
those at the previous evening's close of business. Information also has a value that depends 
on how specialized and detailed it is. A CD-Rom that contains comprehensive details of British 
Case Law in a searchable form will be very expensive because only a small number of 
customers would buy it. 
 
Fortunately, for most report writers, plenty of useful information is available at realistically low 
prices. You just have to set your course through the mountain of data that is available. For 
example, if you were looking for stock market prices, there are several possible routes, each 
progressively more expensive. At the simplest level, you can add a TV tuner card to your PC. 
That would allow you to watch television in a small window of your PC. Add teletext facilities to 
such a card and it becomes possible to download information and feed it into spreadsheets or 
software that analyses the data. 
 
There are literally thousands of PC CD-Rom titles available, many of them priced for the mass 
market. Generally, they are still more expensive than individual reference books, but a lot 
cheaper than printed sets of encyclopedias. They represent excellent value for money because 
they combine search facilities with multimedia, and you can use them as often and for as long 
as you wish. 
 
The information superhighway 
When computers and other communications equipment are connected a computer network is 
formed. The most famous of these is the Internet, which connects thousands of smaller 
networks and millions of users all around the world. The Internet was once the exclusive 
province of US government-sponsored research scientists and academics, but now almost 
anyone with a PC and modem can get Internet access in one form or another. It provides entry 
to a vast array of information from computer systems around the world. 
 
Events and places 
Perhaps the information you require is available at one or more events or places. Here is a 
small sample of some local, national and international possibilities: 

 libraries 

 learning resources centres 

 research institutions 

 exhibitions 
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 museums 

 galleries 

 laboratories 

 theatres 

 concerts 

 talks. 
Libraries 
In addition to local, university and college libraries, many government departments and 
business organizations run libraries that are open to members of the public. These include her 
include: 

 The Michael Somare Library in the University of Papua New Guinea main campus. 

 The Public Library at Waigani 

 The National Archives at Waigani City Business Library (London): (020) 7638 8215. 
 
 

 

Conclusion:  

It is quite possible to write a bad report even after doing a good research, bit is impossible to write a 
good report after doing a poor research. The moral is clear: good research is essential. 
 

 

 

 


