Correspondence and minute-taking competition, Prague 2007

English text

Information for the participants:

· The dictation of the letter has to be transcribed literally (verbatim).

· The heading and numbered paragraph headings of the text to be summarised have also to be transcribed literally (verbatim).

· The number of words used for the summaries of the individual paragraphs should not be higher than mentioned below:

1st paragraph:  48 words

2nd paragraph: 80 words

3rd paragraph:  60 words

4th paragraph:  78 words

5th paragraph:  80 words

Trial dictation (1 minute, 120 syllables)

It is not the lack of skills that makes poor people poor in many developing countries.

Tiny loans from relief organisations are enough for hardworking people to start a small

business such as weaving baskets, raising chickens, or /




      ½

growing fruits and vegetables to sell in the  market. Income from these small businesses

provides food, housing, healthcare and education for entire families, and most important,

additional income provides hope for a better future. // 


      1 min., 120 syll.
The competition text consists of a letter (A) and a text to be summarised (B), and is followed by the model minutes (C, the correction model for the summary).

A. The letter (dictation of 3 minutes; 390 syllables in all)

Dear Sir, dear Madam, Perhaps you have heard of us. We are an international orga-

nisation granting small loans to poor people in developing countries all over the world.

These small loans are mostly called micro-credit loans and they /



      ½

enable poor families to set up small businesses to earn an income. We have several

examples at our disposal that show you how successful this approach to abolishing

poverty can be. Three years ago a woman's husband //


    1st min., 120 syll.
unexpectedly died. He was the primary wage earner in their family of six. Shortly before

his death, she had taken out a loan of $100 to help pay for a market stall, where she

prepared and sold fried chicken. The loss of her husband had a / 



      ½

disastrous impact on her family life and on her business. With four children under the

age of twelve to feed, clothe, and care for, her business faltered, and she fell seriously

behind in her loan payments. However, with the // 



   2nd min., 130 syll.
support of our organisation, she paid off the first loan and secured a second one. With

the second loan, she purchased a refrigerator for storing the chickens before frying

them. This simple addition allowed her to increase sales and double her income. Not

only could she / 









       ½

repay her loans, but she could also feed and clothe her children, and pay for their

school fees. You will understand, of course, that to continue our work as a micro-credit

organisation, we too need support, your support. Expecting you to become a donor of

our organisation, we remain, yours truly, // 




   3rd min., 140 syll.
A dictation pause of 10 seconds

B. The text to be summarised (dictation of 7 minutes; 1260 syllables in all)

A better life for poor families thanks to micro-credit

1. What exactly is micro-credit?

Speaking about micro-credit we have in mind the way very small loans — usually less

than $200 — are granted to very poor people who want to start a small business of their

own. /











      ½ 

These small entrepreneurs are too poor to meet even the most minimum qualifications

to gain access to traditional bank loans, but through micro-credit they can get at least a

small loan. Over what period of time a micro-credit loan has to be repaid? Micro-credit

loans are //








    1st min., 150 syll.

short-term loans — typically six months to a year — with a weekly payment of instal-

ments and interest.

2. The part played by banks

Private and commercial banks, with a traditional structure and a traditional way of working, are not at all suited to grant and administer micro-credit loans. The reason is that these /     ½

banks face high operating costs that would far exceed the profit they could make on

these tiny loans. However, so-called micro-finance institutions or poor-people's banks,

that are motivated to serve the common good, are well-adapted to do the job. They, for

example, do // 







   2nd min., 160 syll.
not have costly office buildings or a high-salaried staff. These micro-finance institutions

generally use the pressure of peer groups to ensure loan repayment. They let borrowers

take out loans in groups of five to eight individuals and if a borrower defaults on her loan,

the entire group can be barred from further loans. /





      ½
This stimulates borrowers belonging to such a peer group to repay loans in full and on

time. The positive result is an overall repayment rate for micro-credit loans that is higher

than 95 percent.

3. The origins of micro-credit

It is not easy to say when exactly micro-credit took form. A fact is that in the 1970s micro- //
   3rd min., 170 syll.

-credit as we know it today was introduced in quite a range of developing countries in

many parts of the world. There it has, as a form of self-help, successfully enabled impoverished families — those who were previously considered “un-bankable” or "not creditworthy" — to engage in self-employment projects. /




      ½
These self-employment projects in turn allowed people to earn an income. And, as we

know, earning an income means escaping poverty. Later on the phenomenon of micro-

credit became especially known by the way it was — with great enthusiasm — put into practice and promoted in Bangladesh, former Pakistan, a country with a very poor population. // 








    4th min., 180 syll.
4. Some further information about micro-credit

Poor people may have the same entrepreneurial and commercial talents as successful,

rich businessmen. Through micro-credit loans the poor are stimulated to develop these

talents and as a consequence they become self-confident, seeing that they can run their

own small businesses. /








      ½
Organisations and agencies that extend micro-credit loans in developing countries in

Asia, Africa and Latin America, particularly focus on women borrowers. Women are

usually the family caretakers in many of these developing countries and helping them

gain additional income improves the condition of the entire household. In practice

 there are //








    5th min., 190 syll.

different types of micro-credit loans. A broad classification would include formal and

informal micro-credit, for example loans respectively from official institutions and from

relatives. Then there is investment credit and consumer credit. Of course, the first one

directly fosters economic development. Furthermore micro-credit can be classified

according to the sector of / 








      ½
economic activity for which it is used, for example agriculture, fisheries or house building.

5. No rose without a thorn

Critics have spotted three important drawbacks of the system of micro-credit as it was presented here. Firstly, the small business started with a micro-credit loan may not yield enough money to pay the weekly instalments of the loan. For a woman borrower the //
    6th min., 200 syll.

consequence will be that she is only able to ensure repayment by cutting down on her

consumption and that of her family, or through wage labour by herself and her family.

Secondly, micro-credit programmes may lead to an excessive focus on fulfilling repay-

ment duties, thereby obstructing social development goals, such as achieving a better

position for / 










      ½

women and their families, not only as to income, but also as to education and healthcare.

Thirdly, the granting of micro-credit loans highlights that it is the individual's responsibility

to escape poverty. This, however, may bring governments of developing countries to cut

spending on public welfare and, in short, to neglect their overall responsibility for the living

conditions of their populations.// 





    7th min., 210 syll.
---

C. The model minutes (used to mark and evaluate a participant's summary)












Credit points

A better life for poor families thanks to micro-credit


       (100 points in all)

1. What exactly is micro-credit?




(1st par. — 15 points)
1. Micro-credit is the granting of very small loans (a)




3
    to small entrepreneurs (b)








2
    who are too poor to qualify for traditional bank loans (c).



4
2. Micro-credit loans are short-term loans (a),





3

    with weekly repayment obligations (b).






3

2. The part played by banks





(2nd par. — 22 points)
1. Traditional banks are not fit to extend micro-credit loans (a)



3
    because of the high costs such banks face (b).





3
2. Micro-finance institutions/poor-people's banks are well-adapted to give

    micro-credit loans (a)








3

    because they are motivated and have low costs (b).




3

3. These institutions use the pressure of peer groups (a)




4

    to ensure loan repayment by group members (b),




3

    resulting in a repayment rate higher than 95 percent (c).



3

3. The origins of micro-credit





(3rd par. — 17 points)
1. Micro-credit was introduced in the 1970s in developing countries (a)


4

    where it has enabled impoverished families (b)





3

    to engage in self-employment projects (c)





3

    that allow them to earn an income (d).






3

2. Micro-credit became known by the way it was put into practice in Bangladesh.
4

4. Some further information about micro-credit


(4th par. — 22 points)
1. Micro-credit stimulates the entrepreneurial talents of the poor (a)


4

    and so gives them self-confidence (b).






2

2. Micro-credit in non-western developing countries is targeted at women (a)

4

    because as family caretakers their income benefits the entire household (b).

4
3. There are different types of micro-credit (a):





2

    formal and informal credit (b),







2

    investment and consumer credit (c)






2

    and sector orientated credit (d).







2

5. No rose without a thorn





(5th par. — 24 points)
1. The system of micro-credit has three important drawbacks:



2

2. women may only be able to ensure repayment (a)




3
    by cutting down on consumption (b),






2

    or engaging in wage labour (c);







2

3. there may arise an excessive focus on fulfilling repayment duties (a)


4

    that thwarts social development goals (b);





3

4. the highlighting of the individual's responsibility to escape poverty (a),


4
    may bring governments to neglect their responsibility for living conditions (b).

4

Wettbewerb Korrespondenz und Protokollierung - Correspondence and Minute-taking Competition - Concours de correspondance et procès-verbal (2007)

_________________________________________________________________________________
Wertungsformular - Evaluation form - Fiche d'évaluation

Teilnehmer, Competitor, Concurrent nr. ................   Sprache, Language, Langue: .........................
a) Brieftext - Letter - Lettre

Anzahl der Fehlerpunkte, number of penalties, nombre de pénalités (max. 30)

... (A)

b) Überschriften des Protokolltextes - Heading and subheadings of the minutes -

Titre principal et sous-titres du procès-verbal
Anzahl der Fehlerpunkte, number of penalties, nombre de pénalités



... (B)

c) Kurzfassung des Protokolltextes - Summarized sections of the minutes -

Synthèse du texte de procès-verbal

I.
Inhaltliche Beurteilung - Intrinsic evaluation - Évaluation du contenu

     Höchstzahl der Punkte

 Erworbene Punkte

Max. number of credit points

Earned credit points




Nombre maximal des points

     Points acquis___
1. Par.

      15




...

2. Par.

      22




...

3. Par.

      17




...

4. Par.

      22




...

5. Par.

      24




... 

__+

Gesamtzahl der erworbenen Punkte - Total of earned

credit points - Total des points acquis (max.100)

...  (C)  x 3 =

... (D)

II.
Fehlerpunkte - Penalties - Pénalités


Gesamtzahl der überflüssigen Worte - Total number of superfluous words -

Nombre total des mots superflus






... (E)

III.
Ergebnis - Result - Résultat

1. Gesamtzahl der Fehlerpunkte, sum of penalties, total des pénalités (B + E)

... (F)

2. Endergebnis in Punkten, final result in points, résultat final

    en points (D – F) (max. 300)







... (G)

Übertragungszeit, transcription time, temps de transcription ........ (Min.)            RANG, Nr. .....
1. Prüfer - 1st Corrector - 1o Correcteur ................................................................................

2. Prüfer - 2nd Corrector - 2o Correcteur ...............................................................................

Jurymitglied - Jury member - Membre du Jury .....................................................................

1
6

