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Subject:  Grade 11 English 

Term 4:         Factual & Argumentative Genre 

Week 2:       Lesson Number: 133 

Date:  

Topic:         A Style Guide to Good Report Writing 
 
Text:            Report Style  
   

Practice: Reading, Writing, and Listening 

Introduction 

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 2 

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

Lesson Notes: 

 

This lesson will look at the clinical view of report writing (the ordering, classifying and sequencing of 
a document). This chapter turns to the highly subjective and mentally demanding process of effective 
written communication, and considers that elusive concept known as style. 
 
Style is the most nebulous area of report writing. It is very easy to criticize a writer's style as 'poor' or 
'inappropriate'; what is not so easy is to specify the stylistic improvements that should be encouraged. 
This chapter attempts to do just that under these headings: 

1. Report style. 
2. Achieving a good style. 
3. Choosing your words carefully. 
4. Principles for effective report writing 
5. Topic Summary 

 
1. REPORT STYLE 

 
To be completely successful, a report which makes recommendations must ensure that the persons 
for whom the report is intended: 

 Read it without unnecessary delay. 

 Understand everything in it without undue effort. 
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 Accept the facts, findings, conclusions and recommendations. 

 Decide to take the action recommended. 
Achieving this demands more of you than merely presenting relevant facts accurately. It also 
demands that you communicate in a way that is both acceptable and intelligible to the readers. Take 
a look at Appendix 1 for some examples of how this can be achieved. 
 
Good style 
It is not possible to define precisely what good style is. Perhaps the nearest working definition is that 
good style is the best way to get your message across each time you write. Every situation on which 
a report is prepared will vary, at least slightly. If this were not so, there would be no need for the 
report to be written. The expression of every point must therefore be drafted with the new situation in 
mind. Orthodoxy and imitation (for their own sake) are the refuge of the bad report writer. 
 
A good style in report writing involves constructing sentences and paragraphs in such a way that the 
message you wish to convey is conveyed accurately and quickly to the reader. This is far more 
difficult to achieve than many writers realize. Reports abound with sentences which their readers 
have to read two or three times before they can understand. 
 
Once you have issued the report you have no opportunity, at the time the recipients read it, to 
explain, expand on, or modify what you have written. You cannot reinforce your message by non-
verbal communication (as a speaker can by using gestures, facial expressions, and intonations and 
so on). The readers get no further assistance from you: they have to work on their own to understand 
what you have said and to fathom your meaning. And, if the report is written in a bad style, the reader 
may get the wrong meaning, or perhaps no meaning at all. Your constant aim, therefore, should be to 
make the readers' task easier, and to ensure that what they understand when they read the report is 
what you intended them to understand. 
The word 'style' is not used here - as it is normally used in discussing literature - as a term for 
appraising the quality of a writer's method of expression. A person may be well-educated and write in 
an excellent literary style, yet use a bad style in writing a report - because he or she fails to 
communicate with the reader. A good style in business communication - unlike a good literary style – 
should combine: 

 clarity 

 conciseness 

 and directness. 
In a report the style of writing should be unobtrusive; if the reader becomes aware of the style of 
writing it probably means that the writing is pompous, or ostentatious, or ambiguous, or difficult to 
follow. Above all else, the writing should be easy to read. Good style is good manners. 
 
Research into what makes a piece of writing readable started in America over sixty years ago. 
Experts nowadays agree that the factors that most affect readability are: an attractive appearance 
non-technical subject matter a clear and direct style short sentences short and familiar words. 
 
Practice Exercise: 13 

Read these questions and write your answers in your book. 

1. A good style in business communication unlike a good literary style should combine what three 
elements? 
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Conclusion:  

Style is the most nebulous area of report writing. It is very easy to criticize a writer's style as 'poor' or 
'inappropriate'; what is not so easy is to specify the stylistic improvements that should be encouraged. 
 

 


