
Writing a 

report 

Purpose: 

To describe something.


Is it in the present tense?

In your report you need to think about the following:


Will a diagram, illustration 

or picture help?

Have you used technical vocabulary?


Have you started with a sentence about what your report is about (an opening statement)? 

Can you use any questions? E.g. ‘What are…?’ or ‘What did the Ancient Egyptians eat?’


Have you used simple connectives like and, so or because?

Is your report in the third person? E.g. ‘Badgers…’, ‘Rabbits…’, ‘Mummies…’, ‘The Ancient Egyptians…’, ‘they’.

Have you organised your report     into special sections (paragraphs)? E.g. size, colour, what it eats. Does each section have a sub-heading?

Does your report have a title?

Is there a simple statement about your report at the end (a concluding statement)?

What is it?


What is it

used for?

Where is it

found?


What does it

look like?
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