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Subject:  Grade 11 English 

Term 4:         Factual & Argumentative Genre 

Week 2:       Lesson Number: 129 

Date:  

Topic:         WRITING AND REVISING YOUR REPORT 
 
Text:  Pre-write, Drafting the main body and appendixes, Review the main body and appendixes 

and Draft the conclusions, recommendations, introduction and summary 
 

Practice: Writing, Reading & Listening 

 

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 9 

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

Lesson Notes: 

 
THE ORDER OF WRITNG AND REVIEWING    
 
The highly subjective and mentally demanding process of effective written communication is the 
subject of Chapter 4. This chapter is concerned with the clinical process of ordering, classifying and 
sequencing. The order of writing and reviewing is important, and should be as follows: 

1. Pre-write. 
2. Drafting the main body and appendixes. 
3. Review the main body and appendixes. 
4. Draft the conclusions, recommendations, introduction and summary. 
5. Check and amend the report. 
6. Issue the report. 
7. Consider each stage in turn. 
8. Topic Summary 

 

1. Pre-Writing 
 
Take an overview of your report before you begin to draft it. There are five important aspects to 
consider before you draft your report: 
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 Targeting. Remember your readers. It is all too easy to write for yourself and not for them.  

 Outlining. Remember your purpose and objective(s). Make sure your outline (general plan) is 
just wide enough to encompass them - no more and no less. 

 Structuring. Refer to your skeletal framework. Is it still the most suitable, or will it need to be 
revised, perhaps to highlight some particularly important finding? 

 Developing. What will you recommend to overcome problems identified? 

 Checking. Are you sure that these recommendations are practicable? 
 

2. Drafting the main body and appendixes 
 

These components should be written first. Begin with the section or subsection of the main body, or 
with the appendix you feel most confident about. There are two important reasons for doing this: 

 For any writer there is little worse than the horror of facing that first blank page. By choosing to 
write what you find the easiest or most inviting, you avoid this initial trepidation by immediately 
getting down to writing. 

 The more difficult parts of a project seem less forbidding once the easier ones have been 
accomplished. 

In the back of your mind you will be aware that this draft is likely to be amended. This is not a reason 
to treat it lightly. The better your first draft, the better your final draft will be. So write as if this is your 
final draft. 
 
3. Reviewing the main body and appendixes 

 
Once you have written your detailed findings, try to forget about them for a while. Then come back 
with a fresh mind. Assess what you have actually written and how it comes across, rather than still 
thinking about what you had intended to write and get across. Put yourself in your readers' shoes and 
be highly self-critical. As you read and re-read your draft, you should: 

 Assess whether the sub-structure of the main body (logical, sectional or creative) is really the 
most suitable one to present your facts and arguments. 

 Examine the layout and general appearance. 

 Determine whether the tone and balance are correct. 

 Review the use and format of tabulations and appendixes. 

 Check the accuracy of figures and calculations. 

 Check the use of English, punctuation and spelling. 
This self-assessment should give you a good idea of whether it is necessary to re-structure your 
framework and/or re-write any of the main body or appendixes, in order to get your message across 
as you had intended. 
 
4. Drafting the conclusions, recommendations, introduction and summary 

 
These sections should not be written until after the main body and appendixes have been completed, 
reviewed and, where necessary, redrafted. Each of these sections can now be directly related to what 
has actually been written in the main body and appendixes. The first section can now be an accurate 
summary of the report. Another advantage of this approach is that it avoids the danger of writing the 
report twice: it is very easy for an introduction to develop into a report if the detailed findings have not 
been written first of all. 
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Most writers draft these sections in the order in which they appear above, namely: 

 conclusions 

 recommendations 

 introduction 

 summary 
 

Conclusions, recommendations and introduction 
Your conclusions must follow logically from your detailed findings. Your recommendations must follow 
logically from your conclusions. Your introduction should include everything your readers need to 
know before they read the rest of the report. 
 
The summary 
While these sections are all important, you must pay particular attention to your summary. Make sure 
that the overall opinion is expressed accurately and unambiguously, and reflects the findings and 
comments given in the main body and appendixes. It must be a true summary of the report and 
should highlight any areas requiring a particular emphasis. As already stated, the summary should 
stimulate the readers' interest by outlining: 

 The salient facts. 

 The main conclusions and recommendations. 
Remember that it is intended to serve two overall functions: 

 To provide a preview of what the recipient is going to read, or has just read. 

 To provide an outline of the report if the recipient is not going to read any more of the report. 
A summary must be interesting; if a reader finds it boring, the report will have failed. 

 
 

Practice Exercise: 2 

Read these questions and write your answers in your book. 

1. What are the five important aspects to consider before drafting a report? 

 

Conclusion:  

If sufficient time and thought have been devoted to preparing and planning, and possibly revising, the 
skeletal framework, and to collecting and handling the information, you will now have a practical 
blueprint for the entire report. Writing will entail amplifying the points in each section and 'putting flesh 
on the bones'. 
 

 

 


