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Activity 

‘When I was a child we used to go camping every summer. We’d choose 
a different place each year, and we’d drive around until we found a 
beach we liked. Then we’d pitch our tent as near as possible to the 
beach. We’d usually spend most of the time on the beach or exploring 
the country round about. We never went to the same beach twice.’ 





Report 

Context 

Audience Purpose 



Audience 



Collaborative Deconstruction 



Methods of organization 

• Cause-and-effect 

• Chronological 

• Comparison 

• Definition 

• Division-and-classification 

• General and specific 

• Order-of-importance 

• Sequential 

• Spatial 



Macro structure 



Formal Report 

       FRONT MATTER 

• Title Page 

• Abstract 

• Table of Contents 

• List of Figures 

• List of Tables 

• Foreword 

• Preface 

• List of Abbreviations 
and Symbols 

      BODY 

• Executive summary 

• Introduction 

• Text (including 
headings) 

• Conclusions 

• Recommendations 

• Explanatory Notes 

• References (or Works 
Cited) 

      BACK MATTER 

• Appendixes 

• Bibliography 

• Glossary 

• Index 





































Reader friendliness 



After years of research, engineers at Bell Labs have reluctantly 
conceded that miniaturized fuel cells for powering handheld devices 
remain impractical for widespread adoption for two reasons. First, the 
water vapor they produce needs to be dispersed over a broad area. 
Second, although they could meet the basic power demands (see 
Table1), they would restrict the features that could be added.  



Piezoelectricity is the ability of some materials, particularly some 
crystals, to generate an electric field in response to applied mechanical 
strain. The piezoelectric effect results from the change of polarization 
density within the material’s volume. An applied stress/strain induces 
voltage across the material; this voltage will reduce and dissipate if 
current is allowed to flow. The applied mechanical stress must oscillate 
in order to run a constant electric load (such as a light bulb) on a 
piezoelectric device. For example, if you had such a device in your 
shoes, walking (an oscillating motion) could charge your phone, but not 
standing.  



Lasers have found numerous applications in non-industrial settings; 
these devices are now being used in surgery, for example. Laser surgery 
is particularly suitable for the eye, because the frequency and focus of 
the laser beam can be adjusted according to the absorption capacity of 
the tissue involved, and most of the tissue of the eye is transparent. 
The beam can thus ‘cut’ inside the eye with minimal damage to the 
surrounding tissue, even the tissue between the laser and the incision. 
Laser surgery can treat many eye diseases, such as diabetic retinopathy, 
and prevent some forms of blindness.  



Strategies 



• At the Post Office, she collected a letter, a registered post, parcel and 
money order. 

• The National Park has a boating area, a swimming area and an area to 
fish. 

• Some people believe in reincarnation, some believe that Heaven 
exists, and some that death is final. 

• The Council advised that the development plan should be sent back 
for amendment; otherwise, it should be rejected. 



Parallel Construction 

• The bones, sinews and nerves of modern civilisation are coal, steel, 
cotton and wheat. (B. Traven) 

• Home is the girl’s prison and the woman’s workhouse. (George 
Bernard Shaw) 

• I came, I saw, I conquered. (Julius Caesar) 

• She made notes on the research paper conscientiously, thoroughly 
and promptly. 



1. Good writing should be accurate, clear and concise. 
2. An obvious way to arrest tree decline is to plant new trees and to protect 

existing remnant natural vegetation. 
3. They spent their evenings repairing their equipment and writing their journals. 
4. A speech situation consists of three things: a speaker, a subject and an 

addressee. 
5. The Festival Committee preferred to hire a publicity agent rather than try to do 

the work themselves. 
6. The aim of the workshop was to promote fluent email communication and 

accurate recording of minutes. 
7. High job satisfaction has been found to reduce depression and to improve 

health. 
8. Most colonial buildings were not built by unskilled labourers using trial and 

error methods, but by master craftsmen using known and regulated techniques. 
9. World agricultural production could be greatly increased, but there are 

economic, social and educational obstacles. 
10. The hotel had large, tastefully furnished rooms. 



Summary 

 

• cutting out less important information, e.g. examples  

• reducing a whole clause or sentence to a phrase  

• by using more subordinate clauses  

• linking ideas by simple use of commas 

 





Illustrations 





Purpose Illustration 

1. Compare items and efficiently show fine distinctions for a large 
amount of information 

    a. Bar Charts 

2. Compare discrete amounts or sizes of several items when fine 
distinctions are not important 

    b. Bulleted Lists, Call-Out Boxes 

3. Show how the whole is divided into its parts when fine distinctions 
are not important 

    c. Drawings, Photographs 

4. Show trends or fluctuations over a given time period, when fine 
distinctions are not important 

    d. Flow Charts 

5. Give a clear, emphatic overview of organizational relationships or of 
a complicated process 

    e. Line Charts 

6. Show what something looks like, show something's shape and spatial 
relationships, show existing conditions 

    f. Pie Charts 

7. Prevent items from being overlooked; showcase tips, benefits, 
strengths, or features 

    g. Tables 



 



Noun Phrase 


