
Report Writing: Listening Activity
http://www.youtube.com/watch?v=DoY4Ri3i6PE
1. What are the six types of report?

Incident
Periodic
Investigative
Progress
Trip or Call
Major
2. When planning a report, what six steps should you follow?

Analyze purpose
Analyze readers
Consider the big picture
Do research
Analyze data
Outline the report.

3. What are the three parts of a report according to the lecture?

opening

middle

closing
4. What seven forms of organization can be used in the body or middle of a report?

Time


Space



Importance
Alphabetical

Categories


Cause/effect
Hypothesis testing
5. What three things can you add to make your report more accessible?

Headings
Tables
Charts
6. What four things might be in the closing of a report?

Main points
Conclusions
Recommendations
Next step
7. What three areas should you check when revising your report?

Ideas
Organization
Voice
8. What tone should you use in a business report? What adjectives describe it?

Objective
Professional
Energetic
9. What five areas should you look at when refining your report?

Word choice
Sentence style
Grammar
Punctuation
Design
10. What is special about “telegraphic style”?

Cuts personal pronouns, strong verbs, lists
11. In summary, what are the four steps of writing a good report?

Prewrite
Draft
Revise
Refine
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