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Report 

Useful Language

Criteria

Tone: Formal, objective, and 

     impersonal.

Style: Factual and analytical. Use 

       headings and subheadings.

Coherence: Highly structured with 

           sections and logical 

           progression.

Accuracy: Precise data presentation 

          and professional 

          language are 

          essential

 

TITLE

Introducion

Paragraphs 2-4

Ending

Relevant to topic

• Report title

• Terms of reference

• Brief introduction/background

• Scope and methodology

• Use clear headings/subheadings

• Present information objectively

• Include data and evidence

• Use graphs/charts if appropriate

• Logical organization

• Summary of key findings

• Clear conclusions drawn from data

• Practical recommendations

• Future implications

Structure

Report Opening
Introducing:

The aim of this report is to...

This report examines...

The purpose of this report is to evaluate...

Scope:

This report is based on...

The findings are drawn from...

Presenting Findings
Reporting:

According to the survey...

The results show that...

It was found that...

Describing Data:

A significant majority...

Approximately 60% of respondents...

Comparing:

In comparison with...

Unlike the previous year...

Concluding the Report
Drawing Conclusions:

In conclusion, it can be said that...

Based on these findings...

Recommending:

It is recommended that...

Further action should be taken to.

Consideration should be given to...

.

 


