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Introduction:     

What is a report? 
 
Generally, a report is a written account which contains information on a specific subject, conclusions 
and possibly some recommendations. 
 
Reports are texts produced as a result of research done into a topic. This can be research done by 
finding information on the internet or in books, or research done in real life by questioning and 
observing.  
 

In the workplace, a formal report is a major text and can be very important to decision making. Thus a 

clear layout, concise points and good grammar are essential. 

In this topic you will read some informal and some formal reports and do activities based on these 

texts, examine their grammatical features of reports and write some reports of your own. 

Instruction 

To complete this lesson, you must follow these steps:  

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

Step 2. Read the questions carefully.  

Step 3. Answer “Practice Exercise 1”.Copy the Question first and then answer the Question in 

complete sentences. Make sure your hand writing is neat and legible.  

Practice Exercise 1 Lesson 94 

Discuss any reports you have written or read. Maybe you have seen a ‘book report’. Is this a formal or 
informal report? or a school report. Is this a formal or informal report? Think of situations where formal 
reports are useful. What are the purposes of these reports? 
Look at the following points about reports. 

 A formal report has a formal title and a heading for each section of the report. 

 Both informal and formal reports make use material from research on the internet or in books, 

real like observation and interviews. 
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 The material found from the research is used to recommend a course of action 

 Both types of reports can make use of maps, diagrams and graphs to show findings. 

Conclusion 
Reports can either be formal or informal. There are a few differences between the two. 


