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v EXaminey ‘ (anal arranged with a view

e, with the writ ‘ weerticam or without il

ount ol, somethinge

5,}\‘.}:‘\!, s50mMe {u\Mv'm,
3‘-.!3‘!‘5‘if§ () :J{il.‘l!mn, sugaestion, proposal

A_newspaper, whether you read it in Enelish

ket repors by news - reportery,
\ | "\ 1 : 153
nal ar'official igv‘ presentation, gt
o request made or axsignment given (o Ure writer of e port,
n information ot 1hms_|;;h obsen n:%»sz and in I“‘h on lar the benelit of others.,
Nopaily a report is the ansiwveeto.n auestion or questions arisine out of o situation,
Note. '
L A report can be written without the writer b ‘ii:!i asked or reg '!L sted (to write l()
He can write it himself, prompted by some reasons, for'the benefits of others.
& Ileports on printed forms, like confidential reports written by senior officers on
R et

the performance ‘I their iumms ..Asu-mfuu«l -suRveyreparts by salesmen. and
naar! !\‘[ _SUIVCYOrs. are £asy toweiteforwhieh—ttte t'ffm"f“m& arrangement 15

oy

needed. Forms are re uhl\ fl”L\ in, some columns kept blank, and Lhc;w( (s arc
rgady. Hu S8 .HL .u 1(:«:ul.1r or formal, official re ports.

In this chay prer we are mainly concerned with reports written in cssay form prefera h!/
with titles and headings as presented in the various examples-that follow.

.Reports are: (@) On forms (6) Not on fmn;2 {e) Lk mlmiu’) Non-technical. (Tcchnic 11

reports with technical terms and technical ¢ g m.xlmm .ur‘ lor technic: | expe rls.)

M4 Language & style ©
The words used in a report should be proper (appropri: e ) and Pleleh‘Y simple CThe

sentences should be short and easily understandable, Each paragraph should havc one '

kind of ideas related through well-arranged senténces. It should look like a unit af.ﬂmubht.ﬂ
Simple ordinary wor;ls and g simple, clncu style should be ptcrm cd i nreport writing,

T2 Length ¢ «D”La_re‘nort

The quhjcct citep determines the lenath. It should be as bricl and: relevant as
nut able. but hquld pxcunl the most malterial ( ssential or m*pﬁmm) ﬁctd [t
should Rothave [ong pe aragraphs and many details, . . o,
Tor examinaton puxpo SC8, a report of moder rale MII1 ﬂy o{ almut tlm:g 1o tom

%
1

_Ld"u. ol the L,.\Lm‘nnatmn script, l’l‘LCO!’ﬂmCHUC‘(‘ o eealy

it o

!,

;v




s 3 E 4 DI IDILIOD U o) DU o
SESPRDL Ol AG odaa jo pury oyl Aq: paLitilsIop 96 O) A D JRIoN ; Jat *PVCP_ i T
St S enirt G101 WORIRTIISSALY sirodas 11S1A *s110dod TRENnNEUoD DIk SLIacion 1fong 1

: : wi.rgcta.l US;:DL1:DC (RN Sheen
PRIATTIIILTTE = JTC [0 D31 mECrOes T pUepuTs Loy g jo oq O Saely rf._DQ.anw

. e STONEROSTOII0551 PUT SUOISTSUS ) ()
_L:ﬁ.ﬂwn TootorTs O 1%3432 TRUTPUSN PUY SIS G O I Apoel LITE 6 5 (>3

e

r%»img%ﬂf oo fqUs oI 1O 9o USITISE JO SULST 94 [ Raodoa oyrio FLiI}IIAL !

f4£~ Yooy TOUT ATONSI U:SO_JMJSD R U::uﬁc 2L 4. 3_303 1 COBUD?OSC, Y L ?C\‘
muUWVULUmuQ ) NLCF.C :._v TO CCHFHfiU_.: O &ﬂqﬂCLrUruL.LC st o] poe RS
JO a3ep ol u_Orduﬁ Uﬂ: 10 onn U_.: POUSIS]ST PUE UOHOEZILIESLIO Suitl s douine UQP;%)
Tx, Sty .m>)0:0.w ‘s aie ﬁOQU_ e jo gDO.mﬂ_ Ur: e wuw.UrCUL:DGJu Diseq O L
: . Q:untum,ﬁn.h‘:\u jnoAe] 3 j,
PoS[ooLD IU_L:OO .UD Uﬁ.jos.ﬁ 5oJN0OSs plue s1de). qCﬂ.fOn:CM
O OsoddlInaga Uﬁ_,_f.ou o2tIAD ]I N>] S QINNOs Jﬂ—w .Jmuqh‘JUJa
h,‘U.w.d.v_Cn.:_U.._.QECU.W.UJ.E 2DULUDPIAD 5100 :OU 1o1edENsoAUl 2] Jrackas B &y
. ahiie : . S(UORBULIOTUL 10 DDIADE)
protel| -ou PAGREE IS e 0 G =] U:Jm .u.SO_>)C.r_.O: ,tm,::_CC .LO SSCCLPELOT. YOS (GHUL - S
sC U.S_._JO.TCO.C oue iian Sp O_Ur_ DAL mu—OQJL S IO = Sess kel ino S A,

: : syjtacoa.ourny ZDLICOZ .@\
asoclol o O;.UUCU._U@\U.H \Amu_\.u._ put JO S8 C_S_JIS o J\Sﬂr_._.ug SAs UC1 MIEN[IDY] 28

=i 1
JC:;EUH. "
.,L_L_ 1S S)1 D Aei STU e e ju \o.cl 07 sae o SorER T
: g-..CQU- 110 DINOATIOE FO SLUEAT BT
Sl o ?:: ,COZZUSUU PLUE s CO_:,::CU/U e saiEonel e G
Sl Ine ST U DO IELUEL DU SIRDLLUDSIIO A DS "l ] pea)

npuawudod :..,;;J
:4 USODIANDE S ..r;U./.,.,.T:_ N
WAL O .\Ai\wn BTG SN e ey T i@iein Dl eh] e iasign) _O jusaiue
L Do Te oD aswy saoRrercl aase s Syl ﬁ;.ZrEC.au “SHNR ] R et
e Sila el Surpueisiepun wr [nidisy sSi- sidean pre  Cstet saanmiord LUA
‘sosoclind paosod 0] 10 LONEINDILD DPTAN J0] HO APMYS {BLLLIO] 10 [RISILIO 10j jueatud

SN LIS LD D [IBLTS R SA WIEH S

1O DB UELLDOXD pue [uiye) aaes( juesed|d “s19710] Ul DATL| DAL SE SSDIPPER Jo sa ISED

D
i@ ie ity SR s ﬁ. 1]

BECERLIEAS BLe Aoty .U;..J;

S0 DT - 1oU op et e SO ey B Qe e el At T

Sa

[ BRCLIG] @ SALRT KBSt ss S1.10¢
‘AlR3d) Dd0th slaecl S31 2afuclar pun
D118 SIL] LI )1 SIILIMm Ior10do Sl1 se Sulinod 1ol B 1UJPIoSk uE 10 158 )
.....: Brrocicholy e 1o @I SIUY T ATAN [UCIEIG] il

juacd. vo poacdoad = JES. (T wEAaD Tl

SLIGE
JUINTOA B UL MOV ST JO SWiic]

SRRSO T DA 81 3 ‘.EG&.H.M«LJWJ,E.““#ML.
%uuﬁmﬁli TACAST SuInot oty si _TS_N,J,, 10 AT SIUSPRIS Sty 10
» -

3 QED[|OD Ul ssE|D Sqru
JUSLUIDITIS DANIDD| DY) ..‘.;L:__D..J 104, "S1LIOdST SUITAGISUoU pUrsSuTheT
‘WO VS PUR TjusLulae dop :_.:::_\ ADD. TR inSimec 2

i
'
1
i -

SABL 2A\ uDY ],
JO TUINIOAY DLJT “1ON.IBLU Ieinsnaec
SPOOd PO[SSNUIS JO IUS S "JUDPIDDOT ulull 10 sng B Jo 2q ued IJodsTr Suo| [Buuo] v
; ; ‘HO O5 pue ‘sudniaedap Jiat) 10 si1sa5nH

O HBALLIE D) JO JOUCRLLIOR Llax TunaDtl 2 o ‘[[ud ‘suotida|o) © J0 el
y] DU dUIeS 18 uosiad 2UI0S JO 11s1A 91 ¢ ued uoday woys v rajdwexs G

A
..”..::._ AJOA DUR _:A;:.__ LU RS 1O "1IOLS ALDA i LEOD S.I08 MJ/“

=0 lans vuaarts
10903 DAN TuULiA odoa uy
| GTEN ST LA ETDILE ‘srocas o vwoneusmrehio L LIRETE H - et

L

poclad US]) pae.jl 9ZARLL TUOULLLIOf LTI

fpspigrgrirg s ayrfiggie




s3aadoa ?J TP U SHONNISUL Ecﬂﬁﬁumﬁj mO ru_SfJ.u ﬁﬂﬁﬂﬁ.nﬁ&v ,
fE2ipuas ’ T..U.,U.ﬂ:u TR LT RSN ﬁﬁr yimoas: gonendod “saeaAl j[eaoang
3o mjacuay pu .Z.MCL.:.U e F ~GLU.;U,:.M p :
.WCﬁn;wﬁﬁ. AOT  paiisijand ‘wo (> Taers . iy
Jo sodicyd Poopsiw ‘sowao o sguinbul jo S1|NsDL. oYl sSwtpuiy 1o ode
1121e0521 10 JOOH_ r:ﬂf 3 mmO.%UDﬁ. S$: L0510 de © jnoqge sprodoay] wnmh. HIIOUMIOS uSOnﬂ{,
: "UO OS puE “SWIITIA JUSPIDOT uiel] 1o UVC«SUS:FU 10 Pooij o1

uone h:— 20410 OJ.F),_..& 10 %U: ;S e juswuIDAoS @ Aq UOU..)O.:& n:): ‘tuatl 031 papiraoad
sSpuny oSyl yrm fU_LCUSﬁu./_..DU 11241 Wl sS31jquuesse _r;n::)OwQ A0 jRuOoneu jo
siaquuoul Aq mumc,CO.tUQ b BI=PN *soijioeden uCULOCLu Ui sS1aMIoav Aroyoez) Aq psiwojsad
MI0AN *DUIN] JO poliad uteind e a0 ALjioeded sepn UZ.HGQ SIY} LIl JUBAIDS JLUDLLILLIDAOS

¢ Ag JuopD MNIom “sSieloe dnoal 10 10108 210 SSTID 40 JUIPNIF L JO DOUCLUIOfID:
rULU.rw.)rUFCOU —UUFwawﬂPJﬂG S i ,-rU(— o £ ] .LJU—MGI\ A0 —.U r—UU .V:UMUCMVNWQ Mvw\—rmn..v ./ﬁ;— Uf IOoOTLSLIOD
isSuipnng 10 speos a0 sa8piic Cr._ﬁumdmp syiodo ¥ - TPuUop WE:ZUEO; Inoeqyw

i 3 10 Os pue .mwf)wﬁ.nm JNe)sal ts | .—1 nzonou 8 Lumsoﬂ— -~WL )r_:"‘w rwomwmpou
.“.,r.—OOr 1oS .m:OUL)S:_ ip ‘sotued “syaed ‘suonels Suijjod “suonels-uMIER .mCOSmww

i e uoIIONISuOoS fsdot ‘Syodaew: “‘soorus

ST piyg fruonoa jo daadoa sanecaeduon
sutediyE syoe 4503‘&3.“,‘“‘00:

~-sNQq

Suun saodoy “usos S EU ﬁOw *1. ﬁaﬂ\

: - odand hrﬂﬂ)_w,nm& oS I Ul uo
: oy : -
O pue "TSuoyied 1o Ajae e e u dS jjloMmaae] 10 D2uIosiaa

1< ALS O =>4

30

.M_u,...,r J0O rul;m_m&.u

odos ¢ 3o HINO J1seq o g

/w.f,r.Jm SHTI A,.,,‘,‘.‘I_‘,L: DAC puUT

S

e

. - -
i 1




S i
'.hu;;f«: Granmmr & Conjposition i

Parta of d Report p E iin E
. s 1) slution of traffic or housing problems or rural ,l.?[Jt!fs or
and proposals, for the solution ol tratiic s Ernitailng b ot provided b
military training of ihe youth, on the data or statistics Ol‘]< W diton i
different agencien regarding prices of crime 3 cmplo}./H‘]Cm o Wwflﬁ ti;ns of one
different countries or arcas of the world, on the military prepara s B
country or more as described in books or magazines or ncwspapers, O ;
national budget or taxes as provided in official papers. A 11 e Tt
(0 In the above cases, the réports can be accomnpaniet! by pictures, ’”“(‘”‘q’“‘ '] .:cnd)
graphs, tables and indices (lists of names. subjects, references, cle. :?x'l'i\”‘éul it ¢ “_. ; .[O
 There can be \/"Ci‘:j'wlaﬁalii-c!' telephone or computer reports from one pC'SO'A .
another at another place. ‘ : e vi Pl R T
Report writing is essential to Journalistic, commercial, industrial, «'“lm””-"“““\'c‘;

cducational, defence, and continuous organizational purposds.
RO T g . — R P N N s
Sy gy B

{8  Parts of a report |
A7report should usually be structured under these headings: @
» Date : ' :
To (the person or officer or institution addressed) ‘
From (hame or title of the writer). 1T the writer is not mentioned and this part is
lett out, the report is still complete. ‘
The subject or title of document

The mtrody HOR ‘

3. The main text and conclusions
. Summary g :
. Suggestions or recommendations )

8 Appendices (if any)-(ad Jitional explanatory material). .

Note. The comma; ful] stop, etc. in a report outside the main body should be according

to the examples in the book. Just riote the top and bottom of each TCROI -

7231 Explanation of the structure of the report
1. Date: It ‘3?9751?& written on the right hand corner ol the first page of the report.
s 10y The person or persons or institution which asked. for the report or which .
needed the report or which needs tg e Qdtiossedie e o : : S ;
3. From.T'he person or persons or 'i|'1'sli-{ulig1n. which is providing the repett 2 oh
4. The subject.qr title of document. Itis the subjeét or matter on which :the
report is written. It scrves as the title of"thc'wholq BB < i Eoih
The introduction. Jintroduces. the™ subject of ihc"‘x:cport. and . gives  ils
background if needed. It tells whar the report is (1/)(;)111'.8‘&'!‘&',;r/ic'_ scene-may refer to -
some past reports or facls conceining the subject and may give the aims ol the
report, (7he introduction onl): preparey (e ‘I'C’({(/L'}f:/(;)/_‘ the main 1oy of the report,
and the main text should be widesstancable even \withous i) e
The main text and conclusions. Themain text or the bddy of the repoit has is

L ol P - o . 5 L g P . . 2
own structure, The material.is arranged properly, w;}h.'cmnclus:ons or results at-its

end. The facts-or descriptions or arguments should be presented and developed
one by one and racthodically, in different paragraphs, Oply relevant (to the point) - .
details or facts sheuld Ve provided, The res HE o conelusions ifany, should be

P 3 ’ LT . .
wvery relevant. These should come out in the appendices (if nredsdy A LA,




e fol SRl SOLTeO Beeainng i
'/f th ¢ r'(”("//‘ ol iy i [\ {0} ,)(r()/ e e

he miein flﬂ\f el the SUpperting o) g

%)

g, only the necessar m/m mettion should be put i

CCol mu\ imforiation in //m appendices (if neeeed),
ot The sumimary. The summary of

the beginning, but it is written last. It is
[t comes out ol the main body alone
The summary is a very |

the re port can be []“F(‘(l at [h( cnd or even at
s in tacl the mein points (or outline) of the 1//7/),'."
,» and so should not have any. irrelevay ! point,

ﬂmflcvioductmn of the min poines 0/ the main body
and conclisiony of the repor, 1t Iulpn the reader in

s (quick look) what the; \"h()‘L report is, ‘ :

. Note. You may nor mc/m/( the summary if v like 5o, but its inclusion. adds
wreatly ta the cliectivenesy ()/ the repor,
Suggestions or recommendations.

can or should make his’ suggestions
Flere the writer can v

1 unaerstanding at one glance

I the report is such that the writer or reporter

or reccommendations, he should do so in this part.

cry bricfly discuss the subject and give lis advice and s Hufzcxtmw
Note. [/ the report does not call Jor suggestions, this pait can be lefi o,
Appendices. (what {5 added at the end). If some additional facts or d"t'li'lcd
mfmmdhow can make the report more complete. this can'be put in the ,\ppvndl
\plural of “appendix™). The main report should be clear and brief and only t

‘ information is to bc put in it which makes it cas iy Imd 1‘71 JHC] unde mhnrw ter

Note. . - .

i Por example, a reporter is called upon to report on the destruction of the mango

¢rop in and around Lahore in a particular vear, he can write the report on the

above lines up to (viii) Suggestions and Recommendations, 11 (/59) Appcnr‘iccs he
can give

details in the form of tables the number of m ango gardens and their toml

production in ten or more years prior to (before) the year of this sesort, Megs

give some nunierical cbmpm‘igons with the mango production of d]f&rcnf
varicties in the other provinces of our country and some other countries.

s w
The Appendices ‘may not be included in the Peport at all which' will be, i
casg/complete ‘wthout them. :

Sgl \;cs-,@ﬁ ehﬁmpﬂe

W1 Write a survey report from a news reporter of a scene of earthqualke
devastation (general destruction) in the northern.

Date: | November 20035

:LLP‘ E clifge St asas 22 o lr s
M: AP( IRVRRS VIS 1r\nr nrnr “ﬁ RCITY o Lah(HL
&brl’ﬁ I\LDOH an ["lll]\nll'l-L.e_J_‘L)‘II\rrwr‘JJl'\k {5 NiM e ks I L ”n”

Tﬁb‘-ﬁd\achon [ have bu‘n called upon by your newspaper o u.pmt on the situation °

in (he carthquake 1clu.L_u.mJ.p:._u.1.LLu71H wabad, Azad Iashmir, In view of R HT

large-scale des uake, this report is unpoxhn b
DOTE Wi £l vnsnlcd su/cral mf'm.cc camps sct up by the «vovcm.nc,nt
the army, and the NG 505 (non-governmental organizations).

11 found a number ofm\np\ in the city. [ saw a lot of injured wcoplc woxmn ..nd o

child dren | m)". angd sitt m“ mn 1, g;m Doctars and nurses were attending on them.

Enmmh food and clothm". AVere mmlahlc Howaver,
‘accommodale pew refupees ¢ oming from the villaoedy

2. The army was using the Neglum ground as a Jelipad base Llor helicopters). The

"héﬁCOp crs with food supphca ciothm o and medicines wf.:rr:'m_nding and Wnkige:
(\{‘Fﬁ"f‘\hhnnnuclu ? 5 = S

i was not possible to !




i ) A P . -
Poed Bxeaines fulll]}fr' Caratipitir Ja & mnpg SIOE
: o oy

Some of the refugee Nnn.n‘(ml.iah the. city were not very nuH mmﬂm ¢l (
interviewed an army ofliger. and desivilian goserament oflicer, The y lU' ol BESTONTALS
they were \uuz;wmm' to get more supplics lor the allgeted l)LU])]L from | )\LH Ui U

I found some Turks and I nglish people agtively busy in (hg, ,u,hx[ operal m\ ns
They had Jine lenls, Fruit, and canned [ood ‘,”lm,h ;m._, WEre Prod Ly o the
homeless ;uolvh (s '

| found that the Rglpges and \ulunu CIS WeIrt W mr‘rl‘.xbcm( the people on the
meuntains. There was no way to Appm ich there except through he licopters as the
paths were blocked,

- Suggestions or recommendations. We should ercct temporary homes 1 an

around Muzaffarabad. We shQuld hayve tent é‘ with vcmi]u trs for the circulation of
fresh air. We should repair the paths lc(ldms' to the moum ain heigiis and bring
down the pcople stuck up there. We should set up field hospitals in a "Ld‘vl
number at short distances from the city. .' . ,)

nwmrl Necws reporter,

sl
I

(/n the -"w'c/' Dot the sunumarv is not included. The sinim ety ey //u e /(./uf’ff t
have @ time and Space.) '

«é} \”\\ rite a report on your visits to a boys” dnd a girls’ degree University

amination centre. for the examination this yeal to the Vice- (“..\mr;:lim in
. yourcapac city as a member of the in spection team for university examinations.

PDate: b2 -Movember, 2006
The Vice-Chancellor, Pun. ab Unlversity, Labore . . ™
T‘f‘r'f’ Member fnspeciion Team for University If.;;:‘uni'l'\li"v"lk', ABC
unctioning ol Boys’ Dc;m':c Cxamination Centre’in Government College,
L) Road, ABC and (m‘r Degree Examination Centre in Government Girls
High School, E Road, ABC en the 10 December 20085,

Introduction. It was with.a view to 1\I]O\Vll](1.(lbOUL the working of some very
important or key unis versity examination centers in the city this vear that the %€
Punjab Umvcrgnt asked mie-to submit this report. In the background of cormuption
in most of our examina itions, the present repol rtwill be of great-importance,

eport and conclusion. boys’ centre. The centic was func lioning in a big hall
and two adjoining rooms. As | entered the main hall with two att u]J"nt" with me, |

e began ‘observing the'candidates. 1 saw. two students talking necar a miliar. When -
went close to thun [:found three other students copying from printec 1 matter hidden

- under their answer-Books On my « juestioning, they lolsl me that about half of the

. candidates at the ceftre, had paid. bnbc.s to the examination staff for copying and

s could be found talking or «.orymss

that large-scale: ‘copying was continuing in the sma ler pooms, It was found true as about
i‘vcnw candidates werk LdU”h[ with objectionable material in their answersbooks, pockets
r ¢close to their tables. I immedi: iely’ reported the matter to the meollu of

' ..mn.nahom and had the Centre Superinitchdént and his deputy replaced by new officers.
Gnh centre. This centre vag tunctioning in the big schoo) hall, The superintendent
showed me live cases of use af wn! Hir eans prepared against candidates on the 9
-May and sent 1o th University, There was strict dm.npl;_m all around and no onc

/| &
Conc!nsmn There Luf‘ greater th.llk e of f.(’lllll)“u“ in h 's' exunmnation, coptei o

11‘ 3l ngrik Al Aan hruin i .\n;. L "‘ ; y




