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 Essentially, a report is a short, sharp, concise document which is written for a particular purpose and audience. It generally sets outs and analyses a situation or problem, often making recommendations for future action. It is a factual paper, and needs to be clear and well-structured.
Requirements for the precise form and content of a report will vary between organization and departments and in study between courses, from tutor to tutor, as well as between subjects, so it’s worth finding out if there are any specific guidelines before you start.
Reports may contain some or all of the following elements:
· A description of a sequence of events or a situation;
· Some interpretation of the significance of these events or situation, whether solely your own analysis or informed by the views of others
· An evaluation of the facts or the results of your research;
· Discussion of the likely outcomes of future courses of action;
· Your recommendations as to a course of action; and
· Conclusions.
NB: Please see the text ‘A Comprehensive English Course CXC English A’ pg. 210-211 for additional information on the topic.



Activity

Write a report to your principal highlighting what you have observed at any of the Covid 19 vaccination sites that you visited.

(If you did not attend any of the sites, be sure to discuss what you observed on the news).
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