CHAPTER 5. HOW TO WRITE A REPORT
roR THE FCE EXAM

As part of your FCE exam, you may be required to write a
report on a topic for your manager, teacher or for a peer
group. The goal of a report is to state factual information and
to give suggestions. The report should be written in a semi-

formal register.

Remember that the examiners will be looking at the 4 main

criteria.

. Content (5 marks)
« Does your report cover everything it needs to?
. Communicative Achievement (5 marks)
« Does your report follow the conventions of a report?
« Organisation (5 marks)
« Is your text organised and coherent?
« Do you use a variety of linking words (not just ‘and’ or
‘but’!) and cohesive devices?
* Language (5 marks)
s Is the everyday vocabulary you have used approprlate?

' ' atical
* Do you use a range of simple and complex gramimates

structures?
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structures and vocabulary that you know, and too mamy

o How far any errors that you've made Affect e

from being understood? Feho,

Example Question:

The president of the English club has asked YOU to i,
report on the advantages and disadvantages of gtudym
English in the United Kingdom. Your report wil| be part o
the final decision to organise a 2 week language immersiq,
course in Oxford. You should include the views of people whj
have studied English in the United Kingdom. All in all, do you

think this 2 week immersion course would be a good idea?
Write your report in 140-190 words in an appropriate style.

In a report you will be expected to use a clear layout with
headings and bullet points where appropriate. However, be

warned that you also want to demonstrate the high-leve!

8t points will not allow you to do this. Find a happy

lium between hoth.

this
Naturally, you will not be expected to actually know
. . in
information, Feel free to invent it. The examiners are lookins

:;Or content, but this content does not have to be true:
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g will want to have a clear layout for your report

Yo

purpose of your report

u conducted your report.

ne for each pointyou ar
pered lists (but not too many).

1. The
How YO
Headings (o
gullet points /num
mmary of the situation.

comment 0T suggestio

e making).

o

&S]

Asu
n, depending on what s

IS AT A

Make a
required from you.

In our example, we Know the following:

r report is to talk about benefits and
ying English in the UK ¢

ng a 2 week language

1. The purpose of ou
the disadvantages of stud

" .
part of a decision on organisi

o be

i .
2 mmersion course in Oxford.
- That we will have interviewed pe
_ : e
ill interviewed people who have studied

E : .
nglish in the United Kingdom.

Let's thi
think g
bout the advantages and disadvantages:



Advantages of learning English ip, the Unite( k; | 0
_ \N‘Klil&(l\qm wi\ ,
* You are constantly immersed in English-gpeaking W aht
surroundings. dc‘ioﬂ

e You experience the culture of the United Kingd
daily basis. i

 You hear a wide variety of accents,

Disadvantages of learning English in the United Kingdom e w'\\\
« Hearing and communicating in English all the time, even ?irsdy -
outside of classes, can be exhausting. o ere 2
o The United Kingdom is expensive (the course as well as the it
cost of living).
e You can get homesick. The purpost
The main ol
What do these advantages and disadvantages tell you? You it
Vantages
could say that the disadvantages are quite weak and you can f B
. : : 03
offer a solution to the price by having a group booking that L we
may be cheaper. Morg,
The
Am g
So let’s write the report!
| 1 h Sty
. al.
Firstly we will need a title. This should be simple and factu Y“llh )
tages Y
Let's call it Report on the advantages and disadvantag ‘“th &
QU .
hj
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jmmersion English language course in

K
i wee
of
Oxfoi'd'
cowl need an introduction. We will need to make our
Then

' ¢ N N
-mrodllt‘fm“ a header.
]

cirstly we will need to introduce the reason for this report,

e some examples that you can start your report

5o here a

with:

The purpose of this report is to...

The main objective of this report isto.. consider the
advantages and disadvantages

of 2 2 week immersion English language course In
Oxford.

m .
'he aim of this report is to...

Then st
- ate that you understand the brief by outlining that
J aVe 1 .

interviewed 30 students who have studied English

N the Uniteq Kingdom
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N

explore this issue,

In order to
this report, 1 interviewed 3
. -W"(lpm

To prepare for

who had studied English in the United Kingdom

In order to prepare for this report,

Then we will (‘xplnrv the adva ntages. This needs t
-€US 1o bhe
o

separate header.

Advantages

Here it is a good idea to make a paragraph about your
advantages, so that you can demonstrate a wide range of

grammatical structures. Try and build on your advantages

Many students I interviewed believed that being immersed in
an ‘English-speaking environment helped them to improve
:Iezr English through media and hearing different accents.
th:)’ :a[jlo :nodte;ihtha% they learned a lot about English culture

at it was exciting opportunity for them to

experienc
perience the United Kingdom

€ Some
o other phrases that you could include:



inion 0f

jn the of

4(.(.(,;-ding to...
vany people pelieved that...

n nver'whelming n
wumber of students th

4 wajority stated that...
‘4 arge’ at I talked to said that..

Those z‘ntenfiewed pelieved that...

isted below. You can either put

The disadvantages can be 1

se in bullet points, OF write another paragraph. Again, we

the
will need another header.

Disadvantages

ed the issue of the cost of the

However, many students rais
ited Kingdom. They also

course and the cost of living in the Un

claimed that they found living in a constant English-speaking

envir . . , .
onment was exhausting and a few discussed feeling

homesick.

Or:

How,
eve ;
) I, the following issues were raised:



expensive, as was living in the U”fted

o The course was

h’,’ngd(?"‘l.
oxhausted through constanty,

o They f(’]{
in English, even outside of classeg

communica ting

t homesick.

o Certain students fel

You could also use the following phrases:

Many students raised the issue that...

The interviewees raised the following points...

On the other hand...

Finally, you can sum up the ‘findings’ of the report and give

your opinion on the topic. Here you will have your final

heading,

Conclusion and suggestions

In your conclus;
‘ on .
lusion, summarise the points made. Balanc the

good wit i
h the bad and decide which side you are o offertt®

a solution to -
Some of the disadvantages that you came aCross
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students mentioned feeling homesick, th

sick the
nse was that the students found that their
od whilst studying in the United

reatly improv
e suggest that the English club

| would therefor
2 week English 1

English
ngdm"-
,-ganises

0x jord Jn orde!
1d look @ at disco

anguage immersion course in
the English Language course

s to lower this cost.

the
- to keep costs low,

unted group booking

hrases that could be used in your

. .advantages into account...

overall, it appears that...

Exercise 1:
Look at the gaps in the sample answer below:
e linking words, phrases and

Where could you useé thes
Jete the text?

discourse markers t0 comp

The president of the English clu

a report on the advantages an
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studving English in the United Klngdom Your
stua .
cision tq Orgam Dr)”
S S A 2y,
language immersion course

will be part of the final de

in OXfOrd y()

include the views of beople who have studie

the United Kingdom. Al] ip all, do yoy think this

Immersion coyrse would be 5 800d ideg?




s sample answer with the phrases

. Srganise a 2-week language immersion course

in Ox;‘brd.
pisadvan tages
To prepare for this report
would therefore suggest
Introduction

Conclusion

Overwhelming
as well as

Advantages




-----------------------------

The purpose of this report is to dis
“USqth
(\

and disadvantages of studying Engligh lva”tagp

ir S

Kingdom ~ and will part of the ! the ln”p]
d@ri

ISl

o uUdentS .

Many st
udents | j
Interviewed belj
elieved that bel
elng

o

Immersed ip
an i
them tg imp st -Speaking environment helped
rove 5
their English. They also noted that

they lear
ned g3 .
lot about English culture this way

beln) . T4
g an exciting opportunity fof

-Xperj
‘ence the Uniteq Kingdom.



wing issues were raised:

course was expensive, as was living in the

o The
Jnited Kingdom:.
,they felt exhausted  through  constantly

gommunicating in English.

 Certain students felt homesick.

response was that the students

-----------

“und that their English greatly improved whilst
sudying in the United Kingdom. I

........
-------
------------------------------------------------

b organises the 2 week English language immersion
“urse in Oxford. | suggest a group booking might allow

the ¢
“Costto be kept low.

No i
C ;v read the 10/10 Example at the end of this
Pler to check your answers
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10710 SAMPLE FORAY FCE Repogy

Intl‘O_dUCti(?n

Sp— £ this report is L0 discuss the advgn tages
e o &

and disadvantages of
dom and will part of the final decision to organjs, ,
yage immersion course in Oxford.

studying English in the Uniteq

King

2 week lan

To prepare for this report, I in terviewed 30 students who

had previously studied in the United Kingdom and

gathered their opinions on the subject.

Advantages

Many students I interviewed believed that being

tmmers ‘ ’ : .
‘ersed in an English-speaking environment helped
them toi ' - i
"nprove their English, They also noted that the)

learneg

red g | ' ‘
. PLabout English culture this way as wellds
EINgG an ey ting op
Uniteg Kingdom
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: q [ssues were raised:
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, The COUTSE was expensive as was living in the United
anngﬁ?.
 Thev felt exhausted through constantly
:ommunicating in English.
o Certain students felt homesick.
Conclusion
The overwhelming response was that the students found

roved whilst studying in the

that their English greatly Imp
t that the

United Kingdom. [ would therefore Su es
Engli :
nlish club organises the 2 week English lang

lmmer 1 . .
sion course in Oxford. I suggest a grotp bookir

uage
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i
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Notes:

Clear headings for each section
[

« Responds t0 the brief

« Appropriate opening
. Variety of linking words

. Bullet points which fit in with the style of , report

« Strong conclusion which sums up findings

« High level vocabulary

« High level grammatical structure
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