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TITLE

The first paragraph states the main topic or idea of your report.

The second paragraph presents the first information that supports or explains the main topic.

Following paragraphs present additional information that supports the main topic.

The final paragraph summarizes and re-states the main point of your report.
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Tips for writing your report

I    PLAN THE REPORT

Add interest Select an idea or topic for your report.

Gather information for your report.

Identify the information you want to include in your report. Remember you should have at least three ways to support the main idea of your report. Include details and specific information that will help you make your point.

Write a draft.

Review what you have written. Try reading the report out loud. It can help you catch mistakes.

Check spelling and punctuation. Each sentence should begin with a capital letter and end with a period, question mark, or exclamation mark.

Create the final report. 

II    ADD INTEREST 

Use graphs and charts to illustrate an idea.

Include a picture, photo, drawing, or map.

Find a quotation, and use it to make your point. 

III    MAKE EVERY WORD COUNT 

Choose words your reader will understand. Remember you want to communicate your idea to the person reading your report.

Avoid clichés.

Use Word’s built-in Thesaurus to replace overworked words and find new ways to express your ideas. You can find the Thesaurus in the Tools menu.

