MODULE - 25

Report Writing

REPORT WRITING

Notes

A report isafactual account to present factsabout aparticular event, topic, or issue.
Itiswritten so that peoplewho areunfamiliar with agiven subject canfind everything
they need to know about it. Sinceareportisfactual, it isadescription of what has
been said, seen, doneetc. It containsfacts, figures, information, anaysis, opinion,
suggestions, recommendations, maps, graphs, charts, pictures, statistical tables
especialy compiled for aparticular purpose.

Reportsareavitd method of communication. Firmsand government officesusereports
to objectively communicate information about some aspect of businessor certain
situations. Students a so need to submit reportsas part of their assignments.

LEARNING OUTCOMES

After completing thislesson, thelearner:

° | dentifiesthe Who, What, When, Where, Why and How in areport;
° Discussesdifferent componentsof report writing.

° Recognisesdifferent stylesof report writing for specific audiences,

° Composesreportsbased on given clues,

25.1SECTIONI: HOW TOWRITEA REPORT

Circumstances:
Reportsarewritten under following circumstances:

e  Writtenatyourinitiative;
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e  Writtenasaresponseto other'sletter;

e  Wirittenregularly or at specific timeinterval for smooth functioning of an
organisation;

e  Writtentoreport anincident or happening;

° Provide an account of something.

Purpose:

Themain purposeof writing areportisasfollows.

e  Areportisapreciseaccount or description of aspecific subject;
e Thedatainareportisfactua andreliable;

° Informationispresentedinalogica flow;

e  Asaresult, areport helpsthereader makecrucia decisions.
Howtowriteareport:

e  Areport must becomprehensivebut brief. All theinformation must be about the
sametopic.

° Reporting isthe accurate and truthful coverage of an event. Audience should be
provided with factsand evidencerather than personal opinions.

° Reportsmust be set out clearly with aheadline, introduction, paragraphs, and
images.

e  They shouldbewritteninaformal tone. Itisusually writtenin third person and
indirect speech. Often passivevoiceisused.

e  Thelanguageissmpleand easy to understand; ornamental languageisavoided.

25.1.1 Writing Your Report

Towriteyour report, follow the processgiven below:

Collection of idess. Analysethesituation and collect information by researching the
topic.

Organizingidess. Itisimportant to carefully organiseyour writing asit
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Guidestheaudiencethrough your reasoning process

J

Offersaclear explanation of each argued point

J

Demonstratesyour credibility asthewriter of thereport

J

Drafting thewriting task. Select theright medium

J/ Notes

Organisetheinformation

e Credibility: the
\l/ quality of being

Adapt to your audience trusted and believed

L n

K eep thetone appropriate with the audience, purpose and situation o Conciseness the

\l/ quality of being short
Usebiasfreelanguage and clear

J

Haveapositiveattitude and be polite

Editing thewriting task. Review your written report and evaluate content. Edit for
conciseness and clarity. Check for errorsin spelling and grammar. Ask for peer/
teacher feedback.

Rewriting thewriting task. Study thefeedback and rewritethereport.
Submitting thereport.

Theway areport iswritten depends upon two major considerations:
a whoisgoingtoreadit

b)  whyis(s)hegoingtoreadit
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writer —> Obsaves > event
reportsto
v N
General reader Defined reader
No specific purpose For aspecific purpose
Mainly publishedin Usually not published or
newspapersand magazines published only in specid places
Fig.: 25.1

|- rexrouesrionsess

1. Whatisthepurposeof areport?

2. Whoisthetarget audiencefor areport?

3. How canyou ensureclarity and consciousnessin your report?

25.2 FORMAT OF A SCHOOL MAGAZINE REPORT/ NEWSLETTER
NEWSPAPER REPORT

Let usfirstlook at reportsthat are published. Theseinclude
° Report for aSchool Magazine

° Report for aNewd etter

e  Newspaper report

Headline

Every newspaper report has a headline to attract the attention of the reader. The
headlinemust statethetopic of thenewsinastrong, short phraseor statement. Heedline
must be:

° catchy
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° brief - leave out articles, prepositions, etc where possible, use abbreviations/
shortened word-formswherever possible

Byline

Sincethisisyour newspaper report, you need to | et the reader know who wroteit.
Thelinewithyour nameonitiscdledthe"By" linebecauseit tell sby whom thereport
iswritten.

Writetheword"By" followed by your name.
L ead Paragraph

A lead paragraph usualy answersthe questions: Who? What? Where? When?Why?
Remember to write about thesein your |ead paragraph.

e  Theday, date, andtimeof theday whenit happened

° Name/namesof the person(s)/ event(s) etc the newsisabout.
e  Theplacewheretheincident happened

° Detallsof theincident

° Reasonswhy theincident happened

Paragraph 2

The second paragraph isan elaboration of thelead paragraph. Narratetheincidentin
the chronological order.

Paragraph 3

Eyewitnessaccountsadd to the authenticity of the news. Also, they may interest the
reader. | nclude some quotesfrom the eyewitnesses comments. Also describewhat
they felt about theincident.

Paragraph 4

Describethefuture course of action being planned. Remember to usesmple, clear but
forma language.

25.2.1 Differences Between A School M agazineAnd Newspaper Report

While school magazines/newd etter offer in-depth analysisand targeted content for
specificinterests and demographics, newspapers providetimely newsupdatesto a
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broad audience. Bath formsof print mediaplay essentid rolesininforming and engaging
readersin different ways.

Notes

Features School M agazine/Official Newsletter | Newspaper
Mainobjective| To providein-depthinformationon To providenewsand
specifictopics current events
Frequency of Weekly/Monthly/Quarterly/Annud Daily/MWeekly
Publication
Layout and Morevisudly appedingwithafocuson | Moretext-oriented,
Dedgn photosandillustrations lessemphasison
visuds
Content Type Specific, focusng onaparticular topic Broad, coveringa
or genre widerangeof topics
Writing Style Detailed, descriptive, and engaging Factual, concise, and
draightforward
Audience Specificdemographicor interestgroup | Generd public
LifeSpan Longer, can beretained for reference Shorter, oftendaily

Table 25.1

25.2.2 Sample School M agazine Report

Inorder toraisefundsfor thevictims of recent floods, Alpine Public School, Kochi
organized acultural night inwhichthe student artistsof your school and thosefrom
nei ghbourhood school s presented various programmes. Nishtha Basu, the Deputy
Commissioner wasthe Chief Guest.

Study thefollowing report published inthe school magazine.
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Heedline CULTURAL EVENING TO RAISE FUNDSFOR Report Writing
FLOODVICTIMS
«— Sapna, Alpine Public School, Kochi
Reaching Out, thecultura galaorganised by Alpine Public Schooal,
WhatWhen N Kochi on4thOctober, to gather fundsfor rehabilitating theflood
Why affected communitiesof thecity, wasan entertaining eveningwith
anoble cause. Thegalaevent was held at Kaloor Stadiumin
Ernakulam with more than athousand participantsfrom fifty
Notes

Second

Paragraph
More
information

Third Paragraph

Commentsof
peopleinvol vedI

Last Paragraph
Commentsof

Chief Guest

schools.

Schoolsfrom morethan fifty schoolsinthe District took partin
the cultural galaorganized on Saturday at the Kal oor Stadium.

K Thebrilliant performance of studentsasthey presented songs,

dances, fancy dress shows, and one act playskept the audience
spell-bound for four hours.

Thefundsraised from sale of ticketswere handed over to the
district magistrateto be sent asrelief for the victims of recent
floodsthat devastated the state. Themoney collected fromticket
sales was handed over to Ms Nishtha Basu, the Deputy
Commissioner of Kochi. It wasthe school's contribution towards
providing essentials such as reconstruction of homes and
reconstructing schools. " Asafellow-humanitistheduty of each
one of us, to extend ahelping hand,” said MsAmbikaMenon,
thePrincipa of the school. Asshehanded over the chequetothe
Deputy Commissioner on behalf of the students, DhanyaNair,
theHead Girl of the school added, "Thisisour way of reaching
out to the hapless victims-to let them know that wefeel their
pain, too."

MsNishthaBasu, Deputy Commissioner Kochi, who wasthe
chief guest, thanked the students for their contribution and

applaudedtheir efforts.

LET USDO 25.1

'Each One Plant One' campaign was organised by your school to celebrate Van
Mahotsav Day on 10th November. As Cultural Secretary of your school, write a
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Report Writing report for your school magazine.

Headline

oo Js

Lead Paragrap
What When
Why

Notes Second
Paragraph M ore.
information
about activities
Comments/ I
Eyewitness
accounts

Conduding
Paragraph
Summingup/
Futurecourse
of action

25.2.4 Newdletter

A newsdletter isatool used by businesses and organisationsto share relevant and
valuableinformation. It isaprinted or electronic report (in the form of an email)
containing news concerning the activities of abusinessor an organisation - or, evena
residential colony - that issent to its members, customers, empl oyees, residents or
other subscribers. Newd ettersgenerally contain sometopic of interest toitsrecipients.
Thenewd etter isthe most common form of serid publication, published at aregular
interval. Newdettersarelargely internal publications, aimed towardsemployeesand
volunteers, though at timesthey are externally sourced when specid interest groups
collaborate.
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SampleNewsletter Report Writing

The National Disaster Management Authority conducted a series of Awareness
Workshopsin varioustownsand citiesaround the country to rai se awareness about
natural and man-made disasters and what to do in an emergency to reducethreat to
life

Study thefollowing report published inthe NDM A Newsdl etter, SAMVAD.

Heedline DISASTER MITIGATIONAND PREPAREDNESS
WORKSHOPS Notes

£
@
A

-- S Suresh, Inspector.

Nationa Disaster Management Authority (NDMA) conducted a
series of Awareness Workshopsin some disaster-prone areas
acrossthe country to makelocal communitiesmore aert and
responsivein times of disasters on 29th October, to mark the
occasion of theNational Reduction Day.

NDMA personnd focussed on capacity building and community
awareness programmes in simultaneous sessions across the
country. Thetraining sess onswereorgani sed to hepthemembers
of thecommunity understand the stepsto be adopted to respond
to various disaster situations. To create awarenessamong the
communities about the rescue techniques and medical
emergencies, mock drillswere carried out.

Second
aragraph More
information
about activities

m Speaking to the news agencies on thetopic, the Chairman said,
Comments || “Community isfirst responder in any emergency and disaster.
K With the shifting of paradigms from reactive emergency
management to disaster risk reduction, thereisneed of more
stresson proactive pre-disaster interventions, which areusually
categorized as prevention, mitigation, and preparedness by
Conduding (| community to reducelossof life."

Eyewitness
accounts

Paragraph
Summinguy’ & NDMA plans to increase its scope and conduct more such
Futurecourse || @varenessandtraining programmesinthefuture.

of action
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AYogaShivir wasorganized by your colony on 21st June, International Day of Yoga
Writeanewsclipping for the Residents Welfare A ssoci ation about the event in about
120 words.

Headline

Byline |«

Lead Paragrapq
What When

Why

Notes

Second
Paragraph M ore'
informetion
about activities
Third Paragraph
Comments/
Eyewitness
accounts

Futurecourse
of action

25.2.3 Newspaper Report

Newspapers are designed to share important information with people about what is
goingonintheworld.

A newspaper report must be comprehensive, yet brief; factua, yet interesting. Itisa
brief review of a situation or a process that includes all the relevant points and
information.
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Thereportiswritteninformal language, asit iswrittento inform. Chatty, friendly Report Writing
language must be avoided, and thereport must bewrittenin third personandinthe

past tense. Use aphoto with acaption to givethereader moreinformation. Provide

your readerswith both factsand opinions.

Youmay findit interesting to notetheinverted pyramid of newsarticlewriting.

Theinverted pyramid makes newspaper report writing more organised. Thelead
paragraph contains most detail sand thefollowing paragraphs support thelead with
other paragraphs offering details of decreasing importanceto the story the farther
downit gets. Notes

[NVERTED PYRAMID
Main Pcl'nf: of the article
- the 5§ W's plus the heck

The lead paragraph, which
cantainz who, what, where.
whan, why, and how.

Additienal eszential
mfenmation -‘_— Merg important infarmation

abeut the teple.

Lass
esgantial
datails

< Less enzantial details that may
be cropped by the editor [fo
Fi# in the nﬂw:pnper'] without
lozing meaning.

Fig.: 25.2

SampleNewspaper Report

Read thefollowing report about the sighting of some Unidentified Flying Objectsin
Ddhi.

m 'FLYINGOBJECTS SIGHTEDINCITY

m < --By our Staff Reporter

June21, 2023 03:37 am Delhi

Le@‘ilparaﬁrapi ] Residents of Najafgarh claimed to have sighted an unidentified
What When & 1ing abject (UFO) on Thursday night at about 11:55pm.

Why
Around 11:55 pm on Thursday, Vijay Ahlawat, abank officer,
Second and hiswife and daughter were returning from awedding when
Paragraph ) they saw fivespecksof bright orangelight moving fromthesouth
More to the northin the sky. "The spots appeared in batches of five
information ]| and disappeared after afew seconds,” said Mr Ahlawat. His

wifeand daughter and some of their neighbourstoo witnessed
the spectacle.

ENGLISH COURSE (302) 159




MODULE - 25 Report Writing

Report Writing Third Paragraph [ "Therewasno sound at all and thebright object wasflying higher |
Comments’ || than an aeroplane. Some of our neighbourstoo saw it,” said
Eyewitness il Prerna, Ahlawat'swife.

aocounts According to Vasudha Ramani, executivedirector, New Delhi

’W‘ Science and Technol ogy Centre, the bright objectscould bea

Paragraph result of meteor showers. "But the season for meteor showersis
Summingup/ b usually in November and December,” he said. Theair traffic
Futurecourse || control officidsat Delhi'sIndiraGanahi Airport saidthey did not
Notes of action receiveany reportsof foreignflying objects.

LET USDO 25.3

Mangalyaan -2, India'sunmanned Marsorbiter waslaunched on May 23, 2023 from
Sriharikota. Write areport about thelaunch and Mangalyaan's proposed activity on
Marsin about 125-140 words.

Headline
o s
Lead Paragrap
What When

Why

Second
Paragraph M ore'r
informetion
about activities
Third Paragraph
Comments/ I
Eyewitness
accounts

Conduding
Paragraph
Summingup/ p
Futurecourse

of action
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1.  What dementsshould beincludedintheheadlineof aschool magazine report?
2. How doyou structurethe lead paragraph of anewspaper report?

3. How doyouchooserelevant content for anewd etter?

25.3WRITING OFFICIAL REPORTS

Purposeof officia reportsis

e topassonreevantinformationaskedfor;

° toandysetheinformation;

e tomakecertain observationsand predictionson the basisof the analysis of
informetion;

e tooffer suggestionsrelating to the observationsand predictions.

Sample Report 25.3.1

M/sRavi Industries, Nehru Place, New Delhi, wish to shift their office premises. The
Office Manager isasked to check out some proposed buildingsand submit hisreport.

Read thefollowing report submitted by him.

Ravi Industries

Company

|etterheed 16, Pragati Tower, Nehru Place, New Delhi.
Recipient & . . .

desigration ToMr SK Singh (Managing Director)

Writer & From: C Rao (OfficeManager)

designation

Date: 7 May 20xx
Date
Subject: Report on suitablepremisesfor shiftingtheoffice

Subject of thecompany.
satement

TNl

As suggested in your letter of 4 August, 20xx, | inspected a
_ number of buildingsin South Delhi. After careful consideration, |
Opening recommend Jain Building, whichissituated in Kailash Colony.
Siatement \ Thebuilding | feel would bemost suitablefor our requirements. )
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[ Opening
Satement

Disadvantege;
how it can be
overcome

Actiontaken

|

@)
2.
3

' Thebuilding consstsof two storeys, and has15roomsind. The ‘

NI hetoilet facilitiesfor both men and women are adequate. There

roomsarefairly large (30" by 20'), well-lit and airy. Sincethe
roomsarefairly large, weshall be ableto put partitionsin some
of them.

are also watchmen's quarters comprising two roomseach, and
Stuated totheleft of themain gate.

Theonly disadvantagethat | visualizeisthat thereisnot much
open space around the building and the parking space may be
inadequatefor al thecars. But for thejunior office staff thereisa
bus stop two hundred yards away and the metro station isabout
fivehundred yardsaway.

| havegarted preliminary negotiationswiththeowner, Mr Anupam
Jain. Heislikely to accept the offer. Restructuring thebuilding to
suit our specificationswill cosno morethan Rs.40,000/-.

TheDirectorsmay liketoinspect thebuilding beforeany decison
istaken.

Sgnature

Sd/-

CRao

—
m

2 1=||&] |&
C

® |3
O |
O

N

o1

D

AsPurchase Officer for M/sVEE ENN Industries, Industrial Area, Patna, you wish
to change the vendor who supplies packaging material to the company. Submit your
report to the Managing Director listing why the new vendor would be better for the

9§
é?

|etterhead
Recipient &
designation

Wiriter &

I

g
:
S

Date

VEE ENN Industries

To (Managing Director)

From: ( )

Date:
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Subject Subject: : Report Writing
Satement
Opening
Satement
N
| Advantages | otes

Disadvantege;
how it can be
overcome

Advantages

Sgnature

e

Sample Report 25.3.2

Mr Rameshworksinafirmin Delhi. He hasbeen asked tovisit thefirm's Prayagrg)
officeand submit areport on how that officeisfunctioning.

Read Mr Ramesh'stour report.
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ToMr JPSingh (Joint Director)

desgnation J1 From; Ramesh Tulsi (Assisstant Director)

Subject: Report on theworking of our Prayagr aj office.

Notes Asper instructions| |eft for Prayagrg) on 7th March and arrived

Opening there on the 8th. | spent two daysat Prayagraj. My report isas
satement follows.

i) Attendance: Althoughthestaff isrequiredtoreachtheoffice
by 9 am, generdly, no one observesthetiming and members
of the staff arruve after 9:30 am.

(i) LeaveRecord: Theleaverecordisnot maintained asper
Office company manual.

Procedures | (iii)y Cash Book: The Cash Book had not been updated since
28.02.20xx. It was behind by about two weeks.
\o

Officemaintenance: Theofficewasgenerdly well-
Recommendeations: Regiona inchargeand somesenior associates

should becalled to the Head Office and given briefing on office
procedures and normsas per company manual.

j

Sgnature Sa/-

Name

]

RameshTuls

LET USDO 25.5

You areAbhishek Garg, Marketing Manager in M/s Fashionista, acompany that
manufacturesand marketsfashion accessories. Your company sent youtoamultinationa
company that manufacturesawell-known brand of fashion accessoriesto study how
your company can market your productsoversess.

Writeareport about what you learnt about the required procedures and standards.
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Date ( ) Report Writing

To

From:

Subject _ Notes
satement || Subject:

Office
Procedures

Sgnature

Name

il

Sample Report 25.3.3

Thefollowing report on the condition of Thelndian Bustard was submitted to Ms.
Meena Shukla, Minister For Environment, Ragjasthan.
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0 J TheIndian Bustard comprisesagroup whichisthe most threatened species of

birdsand isnow on the brink of extinction with an estimated popul ation possibly
aslow as600-700. It hasbecomelocally extinct in almaost 90% of itsformer range
and, hasdisappeared from two sanctuariescreated especially to protect the species.
Previoudy, it wasmainly poaching and habitat destruction that resultedinsucha
pitiful stuation, but now mismanagement of the habitat, sentimental protection of
certain problem animal's, and apathy are creating havoc.

Worried about the declining popul ation of Thendian Bustard, Ms Shuklawritesto
Notes Shri Bikram Meena, Director Horticulture, Rgjasthan desiring him to study the present
condition of thelndian Bustard and itsfuture.

Read thefollowing report submitted by him.

Writer & From: Bikram Meena, Director Horticulture, Rgjasthan.

desgnation
Recipient &
designation [t To: Ms.Meena Shukla, Minister For Environment, Rgjasthan.
Date 19 duly, 20xx
Subject Critical Condition of Thelndian Bustard
Satement
Opening Asdesired by you | submit my report onthecondition and hedlth
Satement of The Indian Bustard. The following are my findings and
recommendations.
Fndings

Statement 1. TheCurrent Problem:

3
lg

of problem TheBustard populationisdeclining rapidly. Whereaseventill
2015, flocks of morethan 20 birdswereacommon siteon
Indian grasslands but today groupsare unlikely to number
morethan 3individuas. Their numbersaredecreasing rapidly.
131 birdswererecordedin 2010, 97in 2012, and just 85in
2013.

2. Reasonswhy thisproblem hasarisen:
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Habitat destruction and habitat deterioration and conversion | Report Writing
of grasslands and so-called ‘wastelands into cropfields.

Poaching is still widespread in parts of the Thar desert in
Rajasthan.

Increase in Blackbuck Antelope cervicapra and Nilgai
Bosdephustragocamelusnumbers.

Corruptionin, and mismanagement of, bustard sanctuaries

. Recommendations:

Notes

3.1. Toedtablish, withthe cooperation of the state
government and local people, morebustard conservation
aress.

3.2. Tosuperviseand coordinate management of bustard
conservation aress.

3.3. Tocoordinatelong-term studieson bustardsand their
habitatsin different states.

Conclusion- || 4- Condusions
andysingthe | strongly fedl that effortsshould be made on awar footing to
problem protect the bird and to chart out a future course for their
conservetion.
Bikram Meena
Director Horticulture

LET USDO 25.6

Around 26 per cent of India's girls between the ages of 6 to 14 are not in school.
Gangapur accountsfor alarge proportion of this percentage with morethan 40 percent
of itswomen beingilliterate. Themale-femaleliteracy ratioliesat 58.6 per cent women
of Gangapur areliterate asagainst 80.5 percent of men.

Shri Hiten Desai, Education Minister, Gangapur wroteto Ms. Malti Patel asking for
thehighilliteracy rateamong women of Gangapur. AsMdti Patel, writeyour reportin
about 200 words using the hintsgiven bel ow.
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Traditiona and orthodox attitude

o
H

e

Conclusion-
andysingthe
problem

Few schoolsfor women
Early marriage
Poverty
[ Writer & o
designation || O™
Recipient& || 1o
designation '
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1.  How should dataand evidence be presented in an official report?

Notes
2. Whatistheprimary purposeof theofficia report?

3. Whatisthesgnificanceof recommendationsin anofficial report?

@“ WHAT HAVE YOU LEARNT

Whilewriting areport, you should keep in mind thefollowing Do'sand Don'ts.

Do's Don'ts

e  beobjective. e don'tletyour persond fedings
interferewhilewriting thereport.

° provide substantia evidence. e don'tbaseyour analysisonasingle
pieceof evidence.

° usevaid arguments. e don'tgeneraisewithout proper and
logical evidence.

e don'tjumptoconclusons.
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Typesof Reports:

External Reports- Theseare public documentswritten for an external audience or
audience outsideyour organization.

I nter nal Reports- Thesearenot public documentsand are meant for peopleinside
the company.

RoutineReports- Thesereportscover day to day aspectsof any organization. They
arewritten at regular timeintervalslikedaily, weekly, monthly, annually etc.

Special Reports- Mattersthat cannot be covered under routinereportsare addressed
inspecial reportslikemajor decision making of an organization.

Financial Report - It givesaccount of thefinancial mattersof an organization. Matters
involving money likesales, purchase, cost of production, interest, taxation come under
it.

Review Reports- Thesereportsarewritten to decidethe usefulness of other reports.
Oral Reports- Thesereportsinvolve presentation of written matter beforeagroup.

Long Reports- Thesearealso called formal reports becausethey arewrittenina
large number of pages. Long reports providean in-depth analysis on specific matters.

Short Reports- Thesereports are also called informal reports because they are
writteninlessthan 10 pages. Thesearemostly written for internal audiences.

®
TERMINAL QUESTIONS

1. Whataretheessential componentsof the5 Wsand H inreport writing?

2. What aresome common pitfallsto avoidin report writing?
3. How canyoumaintain objectivity and neutrality in newspaper reporting?
4.  Whatistheroleof quotationsinareport?

5. What should beincluded in the conclusion of areport?
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6. How doyou maintain aconsistent tone and style across multiple newsl etter Report Writing
issues?

7. How doyou ensurethat newd ettersare distributed effectively to reach their
intended audience?

A
‘ = ANSWERSTO INTEXT QUESTIONS

25.1 Notes

1. Thepurposeof areportisto convey information, findings, or analysisona
particular topic, issue, or project to aspecific audience.

2. Thetarget audiencefor your report depends on its purpose and could
include stakehol ders, colleagues, superiors, or thegeneral public.

3. Toensureclarity and concisenessin your report, use clear and concise
language, avoidjargon, and structureyour content logically with headings
and subheadings.

25.2

1. Theheadlineof aschool magazine report should be catchy and summarize
themain point of thereport.

2 Structurethelead paragraph withthemostimportant informetion, answering
the"who, what, when, where, why, and how."

3. Relevant content for anewd etter should align with theinterestsand needs
of thetarget audienceand convey useful information.

253

1. Dataandevidenceinan official report should be presented clearly and
logicaly, often using charts, graphs, tables, or textua explanationsto support
argumentsandfindings.

2. Theprimary purposeof an official report isto communicateinformation,
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Report Writing findings, or andysisonaspecifictopic or issueinaformal and structured
manner.

3.  Recommendationsin official reportssuggest actionsto betaken based on
thefindingsand analysispresented in thereport. They are often acritical
part of thereport.

Notes
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