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Report

Example question

You work for your local tourist office. Your manager asked you to visit a new tourist attraction (for example a theatre,
museum or disco) in your area. Now you must write a report for your manager.

Write your report. Describe the attraction, say what it has to offer to tourists and comment on its good and bad
points.
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Useful phrases for reports

Introductory information: To: From: Subject: Date:

Headings: /ntroduction, Conclusion or Recommendation(s)

Introductory paragraph: As requested, This involved + -ing, My findings are presented/outlined below.
Recommending: | would like to suggest/fecommend ..., | therefore (do not) suggestffecommend ..., | believe we
should (not) recommend ..., You may wish to consider ...



« What kind of articles and features wjmc_a a
school newspaper, magazine or website
contain?

E Write these words and phrases in the gaps
to complete the model report.
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a  Always have four main paragraphs,

b Choose an appropriate number of
paragraphs for the information you
want to present,

See Writing datab,

L ase on page 20
further infarmation, T

You help produce your college newspaper. Your editor
has asked you to interview students at your college to
find out their opinions about the quality of the
newspaper, and to present your findings in a report.

a Look at the question in Exercise A and use your imagination to answer these questions.
1 What's the name of your editor?
2 What’s the name of the newspaper? moment?

3 What different features and content are
currently in the newspaper?

4 What do the students like about this

7 How often does the newspaper come out?
8 Do they think that is often enough?

9 Did the students make any other points you want to include in
content?

the report?
5 What do they dislike about this content?

you make?

[[@ Decide on your paragraph headings
and make a paragraph plan.

[} write your report in 120-180 words in
an appropriate style.

E When you have written your report,
make sure that you have:
~ used paragraph headings
presented your findings clearly
made suggestions and
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"B Unit 8 pp 67 and 72

. Writing: report (page 112)

_ Word power
o Introduces relevant vocabulary.

starting point
o For the second guestion, elicit all the types of article a

<chool magazine could contain, as in the Word power box.

' e Make sure all the words in the box are covered. If they
| haven't been mentioned, ask questions which focus on

I their meaning,

eg What sort of content should it have - humorous,

' informative, gossipy, etc?

(A

o This task focuses on the form of a report.

2 From
4 Date
6 Quality
8 Content

e This task focuses on the content and register of a report.

©

Answers
e The two recommendations are to make it colour and to
include a creative writing section.

@ (Second paragraph): However, many readers said that
they would prefer the magazine to be in colour, as black
and white was very dull.

e (Fourth paragraph): Secondly, some students
suggested that we should include a creative writing
section, where students can publish original stories and
poems.

Plan ahead
How should you write a report?

Answer
b is the right answer

a

1 Ben Parker, a student

2 The teacher in charge of the magazine

'3 Formal

f Because, in a report, it has to be absolutely clear

~ what each paragraph is about.

i:5 To bring out ‘Together’ more often; to make it colour;
to have more photographs and to have a creative
wnting section

6 In the conclusion

®

e This focuses on formal words often found in reports.

| As requested - as you asked
 regarding — about

findings — what | have found out
 outlined - briefly given

On the whole - generally
positive — good

 The majority of — most of

come out — be published

| Secondly — the second point is ...
To sum up — in conclusion
consider — think about

look into — think about

e The number of paragraphs depends on the number of
different points the writer wants to make: one paragraph
per point.

Refer students to the Writing database on page 202.

0 Exam practice a report
e Do the preparatory exercises first.

®

@ Ask the students to make notes in answer to these
questions in pairs. You may need to prompt students for
some answers so have some suggestions ready such as a
name for the newspaper.

e When they are ready, ask the pairs to read out their notes
and write up suitable answers on the board. This may help
give students ideas regarding content.

®

Answers
1 Introduction
(who was interviewed, when and about what)
2 General opinion of the magazine
3 Quality
4 Number and date of issues
5 Content
6 Conclusion

©

e Do the task in class. Allow twenty minutes, and monitor
students carefully. You could also assign it as homework.



e Remind the students to check their work, and each :
other's work, with this checklist. .




