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Identifying topics for an informal report
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Identifying and analyze the audience, purpose and situations

3-

 

Doing the necessary research and investigation
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Identifying the thing you can describe
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Discuss the events step by step 
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Identifying the real causes
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Setting up and collecting data from research
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Organizing and roughing-draft informal report
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Considering the format 
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Reviewing and revising the rough draft

Goals of the presentation



1- Identify topics for an informal report:

Exam ple s : 

• Trip reports

• Accident reports: Wrecked car

• Site and inspection reports

• Investigative analytical reports

• Damaged building



• Terminology,

• Interest and needs

2- Identify and analyze the audience, purpose and 

situations:



3- Do the necessary research and investigation:

• Interviews

• Archives    



Part-by-part appro ach:

• Description  

• Location

• Surroundings

• Exterior

4- Identify the thing you can 

describe:
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If narration is needed, discuss the events 

step by step:

Brief narration of the event 

Describe event by event

Interview people involved 



• Determining what caused the problem at that site 

• Comparing the possible causes 

• Carefully walk through the obvious cause step by step
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IΕΖΟΥΚΗΪ ΥΙΖ ΣΖaΝ ΔaΦΤΖΤ



7- Set up and collect data from your research:

• Confirming the causes and solutions based on facts and experiments.



• Defining sections

• Organizing sections

Start with :

- Obje ctive  de scriptive

- Narrative  de scriptive

- In te rpre tive  dis cus s io n
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OΣΘaΟΚΫΖ aΟΕ ΣΠΦΘΙ-
 ΕΣaΗΥ ΪΠΦΣ ΚΟΗΠΣΞaΝ ΣΖΡΠΣΥ:



9- Consider the format :

Design the informal report

• Can be separate with a cover letter or memo

• Can be an oral report

• Can be posted on the internet

PS: If the description is more then three pages

=> consider writing a cover memo or letter

=>make report a separate, attached document



•Audience

•Situation

•Purpose
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RΖΧΚΖΨ aΟΕ ΣΖΧΚΤΖ ΪΠΦΣ 
ΣΠΦΘΙ ΕΣaΗΥ 



•Content

•Organization.

•Language style, grammar and spelling 

RΖΧΚΖΨ aΟΕ ΣΖΧΚΤΖ ΪΠΦΣ 
ΣΠΦΘΙ ΕΣaΗΥ 



Avoid

 

stereotypes:

•Race

•Religion

•Gender

•Physical

 

status

Biased Language





TH ANK YOU FOR YOUR ATTENTION TH ANK YOU FOR YOUR ATTENTION 

End of the presentation


