REPORT

A report is a systematic, well organised document which defines and analyses a subject or problem. It is similar to an essay in that both need:
· formal style

· introduction, body and conclusion

· analytical thinking

The report differs from an essay in that a report:

· presents information, not an argument

· is meant to be scanned quickly by the reader

· uses numbered headings and sub-headings

· uses short, concise paragraphs 

· uses graphics wherever possible (tables, graphs, illustrations)

· may need an abstract (sometimes called an executive summary)

· does not always need references and bibliography

· is often followed by recommendations and/or appendices.

It should be:

· accurate

· concise

· clear

· well structured

Note: In your report, make sure to include the following points:

· date (day, month, year) 

· hour (24-hour clock) 

· location of accident/incident

· names, injuries 

· sequence of events leading up to the accident/incident 

· description of accident/incident 

· cause factor(s) (e.g. carelessness, weather) 

Report Samples
1. Over a thousand employees from the Marketing Division stepped away from their projects last Monday, October 15th, to take part in a groundbreaking new event. “Creating a Successful Campaign” was just a glimmer in company president Bill Smith’s eye last year, but after the unprecedented success the Marketing Division enjoyed over the past several quarters, he felt compelled to make it a reality. 

James Jones and Lisa Brian were the featured speakers, inspiring employees to find a campaign they were passionate about and make their chosen careers more than just a job. Jones shared the joy he feels when he meets the unspoken needs of his clients after going the extra mile to discover what they really wanted, and Brian encouraged the attendees to challenge themselves to a higher standard of work. 

The presentations struck a chord with Sue Powell, who remarked, “I feel a new sense of purpose towards the campaign I’ve been assigned. I’m motivated to do more than just get the job done; I want to create a campaign that I would be passionate about as a consumer.” With the motivation from successful advertisers, a chance to interact with key industry leaders, and a captivating sunset enjoyed from the top floor of King Centre, it was truly a day to remember. 

2. The accident happened on January 3, 2005 at about 6:00 a.m. on Highway 38, seven miles east of San Antonio. The driver of the BMW, heading toward Austin, lost control and hit the Mercedes travelling from the opposite direction, killing the driver and injuring three others. 

Two of the passengers in the BMW, including the driver’s wife and son, died on the spot, while the driver was rushed unconscious to a nearby hospital.

The police officer in charge of the local police station described the accident as a result of overtaking and over speeding. 

Poor conditions of roads and vehicles, speeding, overloading and over speeding are blamed to be the main causes of road accidents. 

3. A Friday morning traffic accident on M-129 claimed the life of a 62-year-old woman. Virginia McCoy died at War Memorial Hospital from injuries sustained in the 8:40 a.m. crash. According to Michigan State Police, McCoy was driving a 1996 pick-up truck on M-129 near 19 Mile Road when she lost control on the icy surface, left the roadway and slid into a nearby ditch striking several trees. McCoy was freed from the wreckage by emergency personnel and transported from the crash scene by Pickford Ambulance. 

4. On May 24, 2005 at 2:00 p.m. the Military Police Patrol led by Capt. Peter Dalton stopped a car driven by Jan Ondrejka, a student from the Czech Republic. The driver did not yield the right of way on a crosswalk and almost hit a pedestrian. The driver did not wear a seat belt and was not able to present his valid international driving license. There is some suspicion that his car might have been stolen. Furthermore, Mr. Ondrejka’s behaviour was inadequate to the situation and that is why he was asked by the patrol commander to undergo a blood alcohol test. He did not pass the legal round. Mr. Ondrejka was accused of committing two offences against the traffic law in the state of California. Firstly, driving under the influence of alcohol; secondly, not yielding the right of way on a crosswalk. In accordance with the Military Police procedures, these offenses could be solved by the imposition of the following penalties – an alcohol awareness course, community service and a fine in the amount of $1,500.    
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