	Type
	Audience & Purpose
	Content Requirement
	Language Requirement

	Report
	· To the principal
· To report an incident in school
	* Similar to 
Formal letter

Address issue of 5 W 1H

* Must include necessary factual details and all the points that are given in question. Eg description of character, actions taken, etc
	* Usually written in past tense
* Formal tone and language used
* Facts must be clear and accurate and do not be emotional in report

* Avoid mentioning feelings

* Use correct simple English

* Use of paragraphs


Sample of report written to principal by teacher:

To:  The Principal, Yuying Secondary School  (For whom)
24th July 2008 (Date Spelt Out)

Report on the skateboarding incident/scuffle 

1. Background Information: 
When 

Where 
Who
2. Main Information: 

What 

How

(accident)

3. Main Information: 

What 

How

(scuffle)

4. Main information:


What 

How

(incident resulting 

in injury)
5.Conclusion:



What

How

* Re-state purpose 
of 

writing report, summarise main points

* Condition now

* State that information given is true and offer further assistance if required









* Leave contact address 

and phone number, school or class 
Reported by: 
Signature

Mrs Chandra Ravi (Your full Name)

Class: Sec 4B/NRIC No.
