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(A) 

(B) 

1 
What is a Report ? 

A report a short, written account of what has happened, it means about incident, function, accident. 
natural calamity ctc. It is a systematic and well-organised presentation of facts and findings about a particular 
cvcnt. 

Qualities of a Good Report. 

2. 

4. 

5. 
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It must contains all necessary and important details about the incident. 

4. 

Logical sequence of events must be maintained, in terms of time. 

A 

5. 

PART - 1 COMPOSITION 

Report Writing 

report must be impartial and it should be written in objèctive manner. It is objective in nature. 

A report must be based on actual facts, it is not įmaginative, 

A report must be comprehensive, it is concise yet complete. 

A report must be accurate, precise and clear. Accuracy - \s8LỐ, \SALsyd atl Clarity wel 

10. Originality of expression is a good quality of any writing. 

The language should simple yet effectiye. Use a simple and lucid style. Use familiar and simple words. 

(C) Collection of Details for Report writing. 

A good report should have a humań touch. 

Five-W's and one H will be very useful for collecting the details for a report. 

The language of a report must be correct in terms of spellings, grammar and punctuations. 

1. What - What happened ? j uy ? 
Where 
When 

Where happened ? si 4y ? 
When happened ? 

Why - Why happened ? 
4y ? 

ay ? 
Who - Who is in focus ? AHi Aa Bs ? 
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