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 T4Wk2Gr11EngLesson125_SK 

Subject:  Grade 11 English 

Term 4:         Factual & Argumentative Genre 

Week 2:       Lesson Number: 125 

 Date:  

 Topic:         Preparing and Planning a Report 

 Text:   Testing and Revising Skeletal Framework & Topic Summary 

 Practice: Speaking & Listening 

Introduction 

For this lesson, the two main elements of speaking and listening will be elaborated upon and the 

strategies for speaking and listening in English 

Instructions 

To complete this lesson, you must follow these steps:  

Step 1. In your Exercise book, copy the Header.  

Step 2. Read thoroughly and understand the Lesson Notes 

Step 3. Answer Practice Exercise 5 

……………………………………………………………………………………………………………………. 

Lesson Notes: 

 

Testing and Revising Your Skeletal Framework: 
 
At this stage, conduct the first test on each component and the other tests on each module, or group 
of categories within the main body, starting with the Level 1 categories and then progressing module 
by module to the most detailed level of the hierarchy: 

 Necessity test: Is each component necessary? For example: Is the Title Page necessary? The 
answer must be 'Yes' because it identifies the report to the reader. Or: Is the Glossary 
necessary? If all your readers know (or at least are likely to know) the meaning of all the 
technical words used, the answer will be 'No'. In that case remove it from the skeletal 
framework since it would serve no useful purpose. 

 Inclusion test: Given the heading of the module, are all appropriate items included? If not, 
restrict the scope of the heading to fit the items that are present, or add the missing items. 

 Exclusion test: Given the heading of the module, are all inappropriate items excluded? If not, 
delete the inappropriate items, or expand the heading to fit all the items in the module. 

 Hierarchy test: Are the items in the module hierarchically parallel? Headings of similar rank 
should represent topics of roughly equal importance. If they are not, move the problem items to 
the appropriate level. 
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 Sequence test: Are the items in the appropriate sequence. Determine whether the module is of 
the verb or noun type, and then decide whether the sequence is most appropriate for each 
module. 

 Language test: Are the items in the module grammatically parallel (e.g. all verb types ending in 
-ing or all nouns types ending with the word Department)'] If not, change the wording to 
achieve consistency. 

 Numbering test: Is the numbering system appropriate and consistent? Remember that the 
initial Level 1 category numbers will need to have been reserved for each component of the 
report that will appear before the main body (e.g. 1 Summary; 2 Introduction). Then you must 
ask yourself whether all Level 1 categories are numbered consistently (3, 4, 5). Similarly, are 
all Level 2 categories numbered rationally (3.1, 3.2, 4.1, 4.2, 4.3)? 

These seven tests collectively provide a comprehensive, yet relatively simple writing tool. Important 
benefits will accrue from consistently applying them: they ensure the structural soundness of the text 
they make the subsequent writing process much more straightforward they ensure that text will be 
easier to read and understand. 
 
 
Topic Summary: 
 

 It is essential to prepare and plan your report very carefully. This process will greatly reduce 
the time and effort subsequently on writing and re-writing the report by: 
 reminding you of the message you need to convey in order to get the results you want 
 providing you with a logical and considered structure which will help you identify any gaps 

or illogicalities 
 enabling you to obtain an overview of the entire report, thereby helping you to maintain a 

sense of perspective 
 Providing you with clear guidelines as you collect and handle the information, and then 

write the report. 

 Be crystal clear about your objective. Why are you writing this report? What effect do you want 
it to have on your readers? The status quo is not an option, or there would be no need for the 
report to be written. 

 Find out as much about your audience as possible. You will say different things, and in 
different ways, to help achieve your objective when addressing different people. 

 Think carefully about the information you will need. Talk to the person who asked you to write 
the report and speak to any key readers. What would they like to see included? Don't include 
anything unless it is relevant and it helps you achieve your objective. Good report writing is 
often more about what to leave out than what to put in. 

 Spend as much time as is necessary in designing, testing and revising your skeletal 
framework. It is the key to effective report writing. It should not only cover the structure and 
content of the report, but also the relative significance and relationship between the main 
findings. It has been estimated that 75% of the time spent on effective report writing is devoted 
to planning, and 75% of that 75% is spent on preparing the optimal framework for any 
particular report. 
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1. It is essential to prepare and plan your report very carefully. Outline the process that will greatly 

reduce the time and effort subsequently on writing and re-writing the report? 

 

2. List and describe the each test that is conducted on each component of a report?  


