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PJF How To PREPARE A REPORT WRITING

General Characteristics

The aim in report writing is to present a businesslike message in as clear a form as possible.  Emphasis is placed on correctness, conciseness and clarity.

Objectivity

The first requirement of every report is that it be written without personal prejudice.  A report must be approached with a completely open mind, materials assembled in carefully organised form and recommendations made on the basis of findings.  Even the language of a report should be impersonal.

Restraint

The report should contain no exaggerations and few superlatives.  Present the facts and guard the conclusions with expressions like ‘it seems likely’ or ‘evidence seems to indicate.’

Directness

Come to the point at once.  Use no unnecessary details.  Each paragraph should begin with a topic sentence that will show clearly the point to be discussed in the paragraph.

Correctness

In a serious business communication, errors in grammar, spelling sentence structure and punctuation are inexcusable and will make a very poor impression.  Information and data must be collected and compiled with thoroughness and exactness.

Conciseness

Include no unnecessary details or words.

Clearness

The first requirement for clarity is a logical plan.  If related ideas are not placed together and arranged in order, the report will be unsuccessful.  Choice of language is important.  Consider the background of the people for whom the report is intended and choose words that will be understandable to them.  Avoid abstract language and jargon.

Form Of Report

A formal report should have the following points:

· title page

· table of contents

· summary

· report

· diagrams, charts

Very formal reports also include a letter of transmittal and a bibliography.

Charts and diagrams should be numbered and given a title.  They must always be explained in the text of the report.

Use double spacing and margins of 2cm and 17cm.

Other Features:   Can contain photographs, diagrams, maps ...

INFORMATION REPORT/FACTUAL DESCRIPTION

Purpose:
To classify and describe.

Focus:
Animate or inanimate things (rather than a sequence).
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	Language Feature
	Commonly Used
	Avoid Using

	Technical vocabulary
	· subject specific vocabulary

· words that convey meaning precisely

e.g.  ‘Contour lines are lines that join places of equal height above sea level.’


	· avoid general imprecise, unnecessary vocabulary or slang.

e.g.
‘Well, squiggly lines on maps connect up places of the same height.’

	Passive forms of verbs

sometimes used
	· the passive verb (the subject is acted upon)

e.g.
‘The seeds were planted.’


‘The streets were lined.’


	· avoid Verbs in the active form

e.g.
‘The student planted the seeds.’


‘Crowds lined the streets.’

	Impersonal objective

language


	· the third person objective (i.e. write they, she, he, it without revealing your thoughts or feelings)

e.g.  ‘The prime minister was 

        questioned.’

· objective, precise description

e.g.   ‘The male rat was dissected.’


	· avoid the first person (I or me

e.g.   ‘I nervously asked the power-

         ful prime minister some 

         questions.’

· avoid emotive words that convey opinion

e.g.   ‘The dirty, great rat was slit  up the guts.’



	Timeless present, 

present or past tense

depending on subject

matter
	· the timeless present tense (happened yesterday, today and tomorrow)

e.g.   ‘The earth rotates on its axis.’ 

OR

· the past tense e.g.  ‘The Ancient Egyptians 

        worshipped the Nile.’

· the simple present


	· avoid an inappropriate mixture of tenses.

e.g.   ‘Many religions are practised in  Japan.  Around 87 million people were Buddhists, about  89 million follow the Shinto religion and nearly a million  became Christians.’
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