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 A well written report must possess the following traits:  

▪ adherence to the specifications of report brief; 

▪  analysis of relevant information; 

▪ structuring material in a logical and coherent order; 

▪ presentation in a consistent manner according to the instructions of the 
report brief; 

▪ making appropriate conclusions that are supported by the evidence and 
analysis of the report; 

▪ Now, it is very important to follow a proper report writting format. Not to 

forget that format carries marks. 

 

 

 

 

 

 

 

 

 

 

 

   

 

Format of a magazine report 

i.Heading- A descriptive title which is expressive of the contents of the report. 
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ii. By line- Name of the person writing the report. It is generally given in the question. 
Remember, you are not supposed to mention your personal details in your answer. 

iii. Opening paragraph (introduction) – It may include the '5 Ws' namely, WHAT, WHY, 
WHEN and WHERE along with WHO was invited as the chief guest. 

iv. Account of the event in detail- The proper sequence of events that occurred along 
with their description. It is the main paragraph and can be split into two short 
paragraphs if required. 

v. Conclusion- This will include the description of how the event ended. It may include 
quote excerpts from the Chief Guest's speech or how did the event wind up. 

Format of a newspaper report 

i.Headline- A descriptive title which is expressive of the contents of the report. 
ii. By line- Name of the person writing the report along with the designation. It is generally 

given in the question. Remember, you are not supposed to mention your personal 
details in your answer. 

iii. Place and date of reporting- It is generally not mentioned in a magazine report 
separately, but here, it is. 

iv. Opening paragraph- It includes expansion of the headline.  It needs to be short as it is 
a general overview of the report.  

v. Account of the event in detail- It is generally written in two parts: First, complete 
account of what happened in it’s chronological sequence (preferably) and second, the 
witness remarks. 

vi. Concluding paragraph- This will include the action that has been taken so far or that 
will be taken. It is the last paragraph. 

MAGAZINE REPORT NEWSPAPER REPORT 

Heading Headline 

By line By line (along with the designation) 

Opening paragraph Date and place 

Account of the event Opening paragraph 

Conclusion Account of the event and witness remarks 
 

Conclusion 

Tips to attempt a question on report writing 

Here are a few valuable tips for you to attempt the class 12 English writing 
skills - report writing question in a better way- 
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i.Make sure you use language which is suitable for the audience you are 
addressing to. Usage of complex vocabulary for addressing children is not 
advisable. 

ii. Make sure you write in paragraphs. 
iii. Practice previous year question papers. 
iv. Read as many samples as you can. It will give you an idea as to how they 

are actually written. 
v. Read the question at least twice and highlight the important information. It 

is very important to understand the question and read between the lines. 
Albert Einstein once said, 

"If you can't explain it simply, you didn't understand it well enough." 

i.Plan before you pen. Just make a list of all your important points on the rough 
sheet (last sheet of your answer booklet) so that you do not forget relevant points 
while writing. This also helps you in maintaining a sequence, which is very 
important. 

ii. Presentation is very important. 
iii. Make sure you double check for grammatical accuracy and spellings. They carry 

marks. 
iv. Leave adequate number of lines between paragraphs to make it look clean. 
v. Underlining the main points is very important. But it is advised to do it after 

finishing your exam. Use a pencil and scale for underlining. 
vi. Make small sentences. It restricts the scope of grammatical inaccuracies. 

 

 

 

 

XYZ Case study 

Short Business Report: Guidelines 

This document provides an outline for our annual business. Please follow this format 

when preparing your case reports. 
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Contents 

The report should begin with a table of contents. This explains the audience, author, 

and basic purpose of the attached report. It should be short and to the point. 

DATE: March 24, 2018 

TO: Mr. Siddhartha Malik 

FROM: Jeena Claudette, Marketing team, XYZ company 

As per your request, we have prepared an annual business report for the financial 

year 2017-2018. Please contact us if you need any additional information. 

Executive Summary 

The second page of the document must have a report title at the top, and provide an 

executive summary, that is a paragraph or two that summarizes the report. It should 

provide a sufficient overview of the report so that an executive (who doesn’t have the 

time or energy to fully read through the long report) can actually grasp the main 

points beforehand. 

Most importantly, the summary should contain (a) the purpose of the report, (b) 

what you did (analysis) and what you found (results), and (c) your recommendations. 

These recommendations should be short and not go beyond a page. 

Report 

Next page in the report must contain a title at the top (the same title that you put on 

the top of the previous page). This is the first page that one should actually number, 

and it should be page 2 (as the table of contents is not technically part of the report). 

❖ This part introduces the reader to your report, sets the purpose in place and 

broadly plates out the content of your entire document 

❖ Throughout your report, keep breaking points and starting off a new logical 

thought with a numbered sub-heading 
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❖ A conclusive paragraph ties up all the information written before and leaves room 

for inferences if any 

❖ The length of the body of the report will be determined by the necessity to 

convey the analysis and conclusions, but should generally not exceed 10 pages 

❖ Tables and figures must all be labelled 

❖ References could be cited in footnotes, or in a separate “References” section, if 

they are many or if you prefer that format 
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