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CLO 1 Understand the value of effective communication and the 
characteristics of different ages

Remember

Understand

CLO 2 Accurately equipped to tackle complex assignments and research 
projects..

Understand

Apply

CLO 3 Developing Analytical Skills Analyze
CLO 4 Create career opportunities in various fields Create

CLO 5 Successfully use the theoretical branches to design self writing style  Create

CLO Evaluate communication gaps, Evaluate 
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Total Marks

Per Credit 50 Marks
3 Credits Course 150 Marks

CIE  (90 marks)  60%
SEE (60 marks) 40%

Bloom’s Category Marks (out 

of 45)

Tests

(45)

Assignments

(15)

Quizzes

(25)

External Participation in 

Curricular/Co-Curricular Activities 

(5)

Remember     05  

Understand   05    

Apply 09     5

Analyze 08      

Evaluate 08      

Create   05    

ASSESSMENT PATTERN
CIE- Continuous Internal Evaluation (90 Marks-60%)
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Bloom’s Category Tests
Remember 15
Understand 15
Apply 5
Analyze 5
Evaluate 5
Create 15

SEE- Semester End Examination (60 Marks-40%)



Week Heading Task details Application Recommended books 
or reference

 

1st

 

Letter writing Types of letter. Understanding the 
variation of letter

English for 
professional purpose

  

2nd

  Letter writing 
Types of formal and informal 
writing.

How to write formal 
letter writing

English for 
professional purpose

1,3

3rd

 

Notice Types and layout How to write formal 
notice 

English for 
professional purpose

1,3

4th

 

Film review Types and format of writing Understanding the 
style of film review

English for 
professional purpose

1,3

5th

 

Film review

 quiz 1

Practice

Above topics

Understanding the 
text

English for 
professional purpose

4,5

6th

 

Poster review Types and format of writing Understanding the 
style of review

English for 
professional purpose

4,5

7th

 

Lesson plan Define, describe and writing 
format

Understanding the 
topic

English for 
professional purpose

4,6

8th

 

Meeting minutes Describe and writing Understanding the 
topic

English for 
professional purpose

4,5



9th

 

Meeting minutes

Quiz:2

Describe the format Understanding the 
topic

English for professional 
purpose

4,5

10th

 

Memo writing Define, Describe and writing Understanding the 
topic

English for professional 
purpose

4,5

11th

 

Memo writing

Quiz:3

Describe the format Understanding the 
topic

English for professional 
purpose

5,6

12th

 

Document Design and Formatting: Principles of document design: 
layout, typography, and use of 
white space. formatting styles 
for different types of 
documents

Understanding the text English for professional 
purpose

5,6

13th

 

Report Writing Principles, layout, formatting 
styles for different types

Understanding the text English for professional 
purpose

5,6

14th

 

Report Writing Principles, layout of Report 
Writing

Understanding the 
topic

English for professional 
purpose

2

15th

 

CV and Cover letter Formatting styles for different 
types

Above topics

Understanding the text English for professional 
purpose

2,6

16th

 

CV and Cover letter Creating and organizing Understanding the text English for professional 
purpose

2,6

17th

 

Revise and Doubt Clearing       5
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Letter writing Types of 
letter.



Letter Writing
An introduction to the craft of



Before we start our 
lesson today, let’s 
discuss...Have you ever written a letter?
Have you ever received a letter?

Share your response with a partner.



?? AAAA

Today, we are learning to:

Identify the 
purpose of letter 

writing

Recognise the 
unique features of 

letters

Differentiate formal 
from informal letter 

writing style



What is a Letter?
A letter is a type of written 

communication between two people.

Let’s discuss: What is 
the purpose of writing 
a letter?



• To share information or news
• To express thanks
• To make an enquiry
• To keep in touch

Can you think of 
any more 
purposes?

There are many 
purposes for writing 

a letter:



How else do we write to others today? 
Share your responses with the class.

Let’s think!



A Unique Written 
FormWhat makes letter writing unique 

from other written communication 
forms? Can you name some special 

features of letters?

I’ll state the most obvious 
one - letters are often 

sent by post!



Let’s take look at 
how to write a 

letter!



First, set your page 
up.

The date you 
are writing 
the letter.

Your name 
and your 

address in 
the top right.

Your recipients 
name followed 
by a comma.

A greeting such as 
Dear, Hi or Good 

Morning.

Anu Walia
123 Anywhere St., 

Any City, ST 123456
23rd January, 2027

Dear Jay,



Next, write your 
opening 

paragraph.

Anu Walia
123 Anywhere St., 

Any City, ST 123456
23rd January, 2027

Your first paragraph 
is short. Here, you 

explain why you are 
writing. You can ask 
some questions and 
share a brief update.Take a 

new line.

Dear Jay,

It has been so long since I’ve seen you! I am writing to 
give you a little update. How are you going? How is 
your new school? And how is your new house? We all 
miss you at Canva Elementary!



Then, continue organising your ideas into 
paragraphs.

Dear Jay,

It has been so long since I’ve seen you! I am writing to 
give you a little update. How are you going? How is your 
new school? And how is your new house? We all miss you 
at Canva Elementary!

We are very busy organising the end-of-year dance. We 
all voted on the theme of Movie Stars! I’m so excited, 
though I can’t decide who to dress as! We are making 
decorations in class at the moment. It’s very messy!

I’m starting to feel excited about starting secondary 
school, which is much better than the nerves I was 
feeling a few months ago. I found out last week that the 
school has a swimming pool! Can you believe it?!

Each paragraph 
focuses on one 

main idea.

What is the 
main idea in 
each of these 
paragraphs?



We are very busy organising the end-of-year dance. We 
all voted on the theme of Movie Stars! I’m so excited, 
though I can’t decide who to dress as! We are making 
decorations in class at the moment. It’s very messy!

I’m starting to feel excited about starting secondary 
school, which is much better than the nerves I was 
feeling a few months ago. I found out last week that 
the school has a swimming pool! Can you believe it?!

I can’t wait to hear all about your new school. I hope 
your new teacher is lovely. Mum mentioned that we 
might see you in the break, I do hope that happens! 
Maybe you can come over to my house? Excited to see 
you soon!

After that, write a brief closing 
paragraph.

This paragraph 
concludes the 

letter and often 
contains well 

wishes and final 
questions.



Finally, sign your letter 
off.

I can’t wait to hear all about your new school. I hope 
your new teacher is lovely. Mum mentioned that we 
might see you in the break, I do hope that happens! 
Maybe you can come over to my house? Excited to see 
you soon!

Which sign-off could be used here?

A sign-off is how you say 
goodbye in your letter.

If the letter is formal, you can use:
• Yours sincerely
• Yours faithfully
• Kind regards

If the letter is informal, you can use:
• Love from
• See you soon
• Best wishes



That’s right! Because this letter is to a 
friend, the writer will use an informal 

sign-off.

I can’t wait to hear all about your new school. I hope 
your new teacher is lovely. Mum mentioned that we 
might see you in the break, I do hope that happens! 
Maybe you can come over to my house? Excited to see 
you soon!

Followed by a comma, then a new 
line and the writer’s signature.

Love 
from,Anu



Sentence Starters

A sentence starter is a phrase at the 
beginning of a sentence. They help us 

connect sentences and organise our ideas.



• I am writing to…
• I am writing because…
• I hope that…

• I’m excited for…
• I recall when…
• The other day I…

There are many useful sentence 
starters we can use when 

writing letters.

Choose a sentence starter and 
complete the sentence individually 

or with a partner.



Sentence Starters

It has been so long since I’ve seen you! I am writing to 
give you a little update. How are you going? How is 
your new school? And how is your new house? We all 
miss you at Canva Elementary!

I’m starting to feel excited about starting secondary 
school, which is much better than the nerves I was 
feeling a few months ago. I found out last week that 
the school has a swimming pool! Can you believe it?!

I can’t wait to hear all about your new school. I hope 
your new teacher is lovely. Mum mentioned that we 
might see you in the break, I do hope that happens! 
Maybe you can come over to my house? Excited to see 
you soon!

Sentences beginning 
with ‘I feel...’ or 

‘I’m starting to...’ help 
transition between 
paragraphs or start 

off a new topic.

Sentence starters like 
‘I am writing to…’ help 
explain and introduce 

the reason for the 
letter.

‘I hope…’ is a good 
sentence starter to 

use in the concluding 
paragraph to wish the 

reader well.



A formal letter is written officially, 
using respectful greetings and 
structured formats, often for 

important or professional 
purposes. You could send a formal 

letter to your boss.

An informal letter is more relaxed 
and friendly, using casual 

greetings and friendly language 
for personal communication. You 
could send an informal letter to a 

friend.

Formal or 
Informal?

Formal Informal



Formal or 
Informal?The purpose and audience of your letter 

will determine how formal or informal 
your writing style will be.

Read the following scenarios and phrases 
and place them in the correct category.



Formal or 
Informal?With a partner, sort these situations into formal or informal writing style.

Formal Informal

Writing a letter to invite your 
friend to your birthday party

Writing a letter 
to your principal

Writing a letter 
to apply for a job

Writing a letter 
to your aunt



Check your answers below.

Formal Informal

Writing a letter to 
invite your friend to 
your birthday party

Writing a letter 
to your principal

Writing a letter 
to apply for a job Writing a letter 

to your aunt

Answe
r Key Formal or 

Informal?



Formal or 
Informal?With a partner, sort these situations into formal or informal writing style.

Formal Informal

Dear I thought I’d let you know… Love, To whom it may concern,

Hi From, Yours sincerely, I’m writing to inform you…



Dear

To whom it may concern,

I’m writing to inform you…

Yours sincerely,

Answe
r Key

Hi

I thought I’d let you know…

From, Love,

Formal or 
Informal?Check your answers below.

Formal Informal

Can you and a 
partner think of one 

more phrase for 
each category?



AAAA
Letters are a form 

of written 
communication.

There are several 
features that make 

letter writing a 
unique form.

Letters can be 
formal or informal, 
depending on the 

purpose and 
audience.

Let’s Recap !



Do you have a 
friend or family 

member you could 
write a letter to?

What would you 
say?
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Notice Types and layout
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Film review

 quiz 1

Practice

Above topics
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Poster review Types and format of writing



A guide for creating eye-catching posters

Principles of Reviewing 
Posters



Lesson Outline

• Principles of Design
• Color
• Contrast
• Symmetry
• Scale
• Knowledge Check



Let’s find out how the principles of design work 
together to grab your attention!

Have you ever 
wondered why 
some billboards 
catch your eye more 
than others?



Today, we are going to:

• Learn about the principles of 
design

• Think about these in the context 
of designing  and reviewing 
posters



Principles of Design

colorPrinciples of design are 
tools that help us create 
designs that look 
balanced, interesting, and 
organized.

Let’s brainstorm! Add 
words, phrases, or 

images associated with 
each of the principles.

contrast

scale symmetry



Color

to create visual harmony in your 
design or to create a mood

to draw the viewers’ attention to 
particular elements of your design

or Contrasting

You can use your knowledge of 
color theory to select colors that 
are…

Analogous



Contrast
You can contrast colors, shapes and 
sizes in your poster. This draws the 
viewers’ attention to particular 
elements.

Colors Shapes Sizes



Symmetry

You can use 
symmetry lines to 
ensure your poster 
design is balanced. 
This can create visual 
harmony.



Scale

Scale is especially important when 
it comes to text. The more 

important the words, the BIGGER 
they should be!

You can use scale and size to 
emphasize different elements.

HELLO



Let’s check our 
understanding!

LEAGU
E

Bockford Football

FINALS

October 23, 2020
Kick off at 4PM
bockford 
Stadium

REALLYGREATSITE.COM

FOR INFORMATION

Tickets on sale now
WWW.REALLYGREATSITE.COM

meet the growers 
& makers

WARNER & SPENCER PRESENTS

Local
Food

14-19 
AUGUST

a festival ofFriendshi
pDay

World

Anything is possible when 
you have someone to support 

you
www.friendship-

day.com



Color

Contrast

Symmetry

Scale

When reviewing a 
poster, pause and 
think about the 
poster’s....
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Lesson plan Define, describe and writing 
format



LESSON PLAN



Preparing a lesson plan involves a few key steps to ensure it's effective and engaging 
for students. Start by clearly defining the learning objectives you want your students to 

achieve by the end of the lesson. These objectives should be specific, measurable, 
achievable, relevant, and time-bound (SMART). Next, consider the materials and 

resources you will need, such as textbooks, digital resources, or hands-on materials, 
and gather them in advance. Structure the lesson by outlining the introduction, main 
activities, and conclusion, ensuring to allocate time for each segment. Incorporate a 
variety of teaching methods to cater to different learning styles, such as discussions, 

group work, and multimedia presentations. Additionally, plan for assessment methods 
to evaluate student understanding, such as quizzes, class participation, or homework 

assignments. Finally, be flexible and ready to adapt the plan based on the class's needs 
and feedback, as real-time adjustments can often enhance the learning experience.



Creating an effective lesson plan involves several key steps:
1.Define Objectives: Clearly articulate what students should know or be able to 

do by the end of the lesson.
2.Gather Materials: Identify and prepare the necessary resources, such as 

textbooks, visual aids, or digital tools.
3.Engaging Introduction: Develop an introduction that captures students' 

interest and provides context for the lesson.
4.Structure Content: Organize the main content into manageable segments, 

using various teaching methods to address different learning styles.
5.Interactive Activities: Plan activities or discussions that reinforce learning and 

promote student participation.
6.Conclusion: Summarize the key points of the lesson to reinforce 

understanding.
7.Assessment: Evaluate student comprehension through questions, quizzes, or 

other assessment methods.
8.Reflection and Feedback: Allow time for reflection on the lesson, gathering 

feedback to enhance future lessons and better meet students' needs.



Here are the main points regarding the importance of lesson planning in effective teaching:
1.Roadmap for Instruction: Lesson planning serves as a structured guide for 

educators to deliver coherent lessons.
2.Clear Learning Objectives: It helps teachers define specific learning goals, ensuring 

classes are purposeful and aligned with curriculum standards.
3.Organized Content: A well-crafted lesson plan organizes content and activities in a 

logical sequence, which aids in student understanding and retention.
4.Anticipation of Challenges: Planning allows teachers to foresee potential 

difficulties and adapt to diverse learning needs.
5.Engagement Strategies: It encourages the incorporation of various teaching 

methods to actively engage students.
6.Facilitates Assessment: Lesson planning sets benchmarks for student progress, 

enabling timely feedback and necessary adjustments.
7.Enhances Learning Experience: Thorough lesson planning contributes to a dynamic 

and successful educational environment, improving overall student learning 
outcomes.



Reflecting on the process of planning a lesson plan each week is an invaluable 
practice for educators aiming to enhance their teaching effectiveness and 
student engagement. During these reflections, consider the objectives set for 
the lesson and whether they align with the overall curriculum goals. Evaluate the 
resources and materials chosen for the lesson, ensuring they are diverse and 
inclusive, catering to different learning styles and needs. Reflect on the 
strategies employed to deliver the content, such as interactive activities or 
discussions, and their effectiveness in fostering student understanding and 
participation. Additionally, assess the assessment methods used to gauge 
student learning and identify areas for improvement. Reflecting on student 
feedback, both verbal and non-verbal, can provide insights into what worked 
well and what could be improved. This iterative reflection process not only aids 
in refining teaching strategies but also supports the continuous growth and 
development of both educators and students.

Weekly Reflection



Week-Based Lesson Plan: Understanding Verb Tenses
Day 1: Introduction to Tenses

• Objective: Understand the concept of verb tenses and their importance in communication.
• Activities:

⚬ Warm-Up Discussion: Engage students in a conversation about their weekend plans, 
highlighting verbs.

⚬ Lecture: Briefly explain past, present, and future tenses.
⚬ Interactive Activity: Use a timeline to visually demonstrate different tenses.
⚬ Homework: Write a short paragraph about yesterday’s activities, focusing on past tense 

verbs.
Day 2: Present Tense

• Objective: Master the use of simple present, present continuous, and present perfect tenses.
• Activities:

⚬ Review: Recap the previous day’s learning.
⚬ Lecture: Explain rules and usage of each present tense form.
⚬ Practice: Worksheets with fill-in-the-blank and sentence transformation exercises.
⚬ Group Activity: Role-play using present tenses.
⚬ Homework: Journal entry describing a typical day using present tenses.



Day 3: Past Tense
Objective: Differentiate between simple past, past continuous, and past perfect 

tenses.
Activities:

Review: Discuss the homework and highlight key learnings.
Lecture: Detailed explanation of past tense types with examples.
Practice: Create a timeline of a historical event using past tenses.

Homework: Write a story that happened last week using varied past tenses.
Day 4: Future Tense

Objective: Understand the use of simple future, future continuous, and future 
perfect tenses.

Activities:
Review: Share stories from the past tense assignment.

Lecture: Introduction to future tense structures.
Interactive Activity: Predict future events using future tenses.

Homework: Compose a letter to your future self.



Day 5: Consolidation and Assessment
Objective: Consolidate understanding of all tenses and assess student 

progress.
Activities:

Review: Quick recap of all tenses.
Group Activity: Create skits that involve using all tenses.

Quiz: A short quiz covering all tense forms.
Feedback Session: Discuss common errors and clarifications.

Homework: Prepare a summary chart of tense rules and examples.
This lesson plan aims to provide a structured yet flexible approach to teaching 
tenses, ensuring students gain a comprehensive understanding by engaging 

in diverse activity.
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Meeting minutes Describe and writing



MEETING MINUTES



Meeting minutes are the official written record of the discussions 
and decisions made during a meeting. They serve as a detailed 
account of what transpired, capturing key points, action items, and 
any agreements or conclusions reached. Typically, meeting minutes 
include information such as the date and time of the meeting, a list 
of attendees, agenda items, and summaries of discussions. They are 
essential for maintaining accountability, ensuring that all 
participants are on the same page, and providing a reference for 
future meetings. Minutes also help in tracking progress on ongoing 
projects or issues, making them a valuable tool for effective 
communication and decision-making within an organization.



• Meeting minutes are essential for effective communication and 
decision-making in organizations.

• They serve as an official record of discussions, decisions, and 
actions from meetings.

• Minutes provide a reference for both attendees and absentees, 
ensuring everyone has the same information.

• Transparency from documented minutes helps prevent 
misunderstandings and disputes.

• Clearly outlines agreements and assigns responsibility for specific 
tasks.

• Can be used to track progress over time and maintain a historical 
account of decisions and actions.

• Fosters accountability and a sense of responsibility among team 
members.

• Enhances productivity by ensuring commitments are followed 
through.

• Well-crafted meeting minutes are crucial for maintaining 
organizational clarity and efficiency.



• Identify the meeting's purpose and objectives
• Create a structured outline for the agenda
• Include basic details:

⚬ Meeting date
⚬ Time
⚬ Location
⚬ Participants

• List key topics or discussion points in logical order
• Assign a time frame for each agenda item
• Include necessary background information or documents
• Designate leaders for each section of discussion
• Allocate time for additional business or open discussions
• Ensure the agenda aids in conducting a productive meeting
• Use the agenda to create clear and concise meeting minutes 

afterward



PROCESS OF WRITING

Writing meeting minutes is an important task that ensures the discussions and decisions made during a 
meeting are accurately documented. Here are the first three steps to get you started:

1.Preparation Before the Meeting: Before the meeting begins, familiarize yourself with the 
agenda and the list of attendees. This will help you anticipate the topics of discussion and 
identify key participants, making it easier to capture relevant information. Ensure you 
have all necessary materials, such as a laptop or notebook, and any previous meeting 
minutes for reference.

2.Record Attendance and Basic Details: As the meeting starts, note the date, time, location, 
and names of attendees and absentees. It's also helpful to document the purpose of the 
meeting and any significant contextual information that might be relevant later on. This 
establishes the framework of the minutes and provides a clear record of who was present.

3.Capture Key Points and Decisions: During the meeting, focus on recording the main points 
of discussion, decisions made, and any action items assigned. It’s important to capture 
the essence of each topic rather than trying to transcribe every word. Highlight any votes 
or consensus reached, and note deadlines or individuals responsible for follow-up tasks. 
This ensures that the minutes are concise yet informative.



• Writing meeting minutes is essential for clear record-keeping of 
discussions and decisions.

• The last three steps typically include:
⚬ Reviewing the draft: Ensure accuracy by verifying all important 

points, decisions, and action items; make necessary corrections.
⚬ Distributing the finalized minutes: Share with all participants and 

relevant stakeholders via email or a shared platform to keep 
everyone informed.

⚬ Storing the minutes: Organize in a designated folder within the 
company's file management system for easy retrieval in the future.

• These steps promote transparency and continuity in organizational 
processes.



• Meeting minutes are essential for effective communication and 
accountability within organizations.

• They serve as an official record of discussions and decisions 
made during meetings.

• Key points, action items, and responsibilities are captured in 
the minutes.

• Documentation keeps all participants informed, especially 
those unable to attend.

• Well-documented minutes provide a reference for future 
meetings, tracking progress on agreed actions.

• They contribute to transparency within the organization.
• Minutes can help resolve disputes by providing a clear account 

of discussions and decisions.
• Overall, meeting minutes enhance organizational efficiency, 

foster clarity, and maintain a shared understanding among 
team members.



• Meeting minutes are crucial for documenting proceedings and decisions.
• Types of meeting minutes include:

⚬ Formal meeting minutes:
￭ Detailed records of agenda items, decisions, and assigned actions.
￭ Used in corporate or board meetings.
￭ Serve legal and official purposes.

⚬ Informal meeting minutes:
￭ Concise and focused on key points and action items.
￭ Suitable for team or project meetings with less formality.

⚬ Action minutes:
￭ Emphasize tasks, responsibilities, and deadlines.
￭ Ensure accountability and follow-up.

⚬ Decision-only minutes:
￭ Record only decisions made, omitting discussions.
￭ Ideal for stakeholders needing quick updates.

• Each type helps keep participants informed, organized, and aligned with meeting 
objectives.



Meeting Minutes
Date: October 12, 2023
Time: 10:00 AM - 11:00 AM
Location: Conference Room A
Attendees:

• Jane Doe (Project Manager)
• John Smith (Marketing Lead)
• Emily Johnson (Finance Officer)
• Mark Brown (IT Specialist)

Agenda:
1.Review Previous Minutes
2.Marketing Update
3.Q4 Budget Planning
4.IT Upgrades
5.Any Other Business



. Review Previous Minutes
Approved without amendments.

2. Marketing Update
John reported a 15% engagement increase, discussed improvements, and agreed to explore social media 

collaborations.
3. Q4 Budget Planning

Emily presented the budget overview. Discussed cost-saving measures and approved a preliminary 
budget for revisions.

4. IT Upgrades
Mark outlined necessary upgrades for enhanced cybersecurity. A proposal for additional resources was 

unanimously supported.
5. Any Other Business
No additional items.

Action Items:
John: Research social media partners by October 20.

Emily: Revise Q4 budget for next meeting.
Mark: Draft IT upgrade plan by October 18.

Next Meeting: October 26, 2023, at 10:00 AM
Adjourned at: 11:00 AM



Here are three concise class assignment topics that inspire critical thinking 
and creativity:

1.Social Media's Impact on Communication: Analyze how social media has 
changed interpersonal communication, information sharing, and public 
opinion.

2.Renewable Energy Sources: Research types of renewable energy, 
discussing their benefits and challenges in moving away from fossil fuels.

3.Ancient Civilizations' Influence: Explore how ancient cultures like the 
Greeks or Romans have shaped modern society in areas like government, 
art, and philosophy.
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REPORT
WRITING



What is a Report?

Report Writing IRL

Language & Style

Key Elements of a Report

Structure & Organisation

CONTENTS



A report is a formal document used 
to convey information, often in a 
structured and organised manner. 

WHAT IS A REPORT?

It is mainly factual and impersonal, 
although it may contain persuasive 
elements, such as language for 
recommendations. 



Report writing holds practical 
significance in real-life 
situations:• in academia

• in business
• in politics
• in everyday life

REPORT WRITING IRL



LANGUAGE & STYLE

• Reports use formal and neutral 
language. 

• They are written in an impersonal 
tone, so personal opinions should be 
avoided.

• If required, persuasive language may 
be used to make a recommendation.



• Title: it should be clear and concise.
• Introduction: it introduces the topic 

and purpose of the report.
• Main Body: it develops the main ideas; 

presenting facts, findings, or analysis.
• Conclusion: it summarises the main 

ideas and may provide a 
recommendation.

KEY ELEMENTS OF A REPORT



• Use sub-headings to organise the 
report into sections.

• Use bulleted lists for presenting 
key points or supporting evidence.

• Ensure a logical flow from one 
section to the next.

STRUCTURE & ORGANISATION



Here’s a model answer.
Let’s analyse the structure and 

identify the key elements.

This report aims to analyse the impact of online learning on student performance in the 
context of EFL (English as a Foreign Language) education. As educational institutions 
worldwide have transitioned to virtual classrooms, it is essential to evaluate how this shift 
influences students.

Introduction:

Based on our research, online learning has both positive and negative effects. Students 
appreciate the flexibility and convenience of remote classes. However, challenges such as 
technical issues and distractions at home can hinder their learning experience.

Findings:

Our survey of 300 EFL students found that 70% believe online learning improves their ability 
to manage time efficiently. On the contrary, 45% reported difficulties in maintaining focus 
during online classes.

Evidence:

To enhance the online learning experience, we recommend:
• Providing technical support to students.
• Incorporating interactive and engaging teaching methods.
• Encouraging peer collaboration through virtual study groups.

Recommendations:

In conclusion, online learning has a significant impact on EFL student performance. To 
maximise the benefits and mitigate challenges, educators and institutions must adapt to the 
evolving educational landscape.

Conclusion

Impact of Online Learning on Student Performance.



INTRODUCTION

MAIN BODY

CONCLUSION
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A report is a structured document that presents information 
in a clear, concise, and formal manner, often used to analyze a 
situation, solve a problem, or make a recommendation. 
Reports are commonly used in academic, business, and 
scientific contexts to communicate findings and insights to a 
specific audience. They typically include an introduction, 
methodology, results, and conclusion, and may incorporate 
visual elements like charts or graphs to enhance 
understanding. Reports aim to provide an objective analysis, 
supported by evidence and research, to inform decision-
making or further discussion on the topic at hand.



• Informational Reports: Present data and facts without analysis. Examples: progress 
reports, meeting minutes.

• Analytical Reports: Offer analysis and recommendations. Examples: feasibility studies, 
market analyses.

• Research Reports: Detail research findings, including methodology and conclusions, 
common in academia.

• Explanatory Reports: Explain concepts or processes, such as user manuals and white 
papers.

• Progress Reports: Update on project status, including achievements and next steps.
• Technical Reports: Document technical processes or findings, often used in 

engineering.
• Business Reports: Cover topics relevant to business operations like financial 

statements and annual reports.
• Incident Reports: Record details of unexpected events for review and prevention.
• Evaluation Reports: Assess the effectiveness of a program or project, often in 

education and non-profits.
• Feasibility Reports: Analyze the practicality of proposed projects, offering insights into 

potential success.



TIPS FOR WRITING REPORT
• Understand the purpose of your report and identify your audience.
• Develop a clear outline to organize your thoughts.
• Structure your report with an introduction, body, and conclusion.
• In the introduction, provide background information and state objectives.
• The body should contain detailed sections with headings for main points.
• Support your points with data or evidence where applicable.
• Ensure smooth transitions between sections.
• In the conclusion, summarize key findings and suggest recommendations if 

appropriate.
• Use clear and concise language; avoid jargon unless necessary.
• Review and proofread to eliminate errors and ensure clarity.
• Consider including visuals like charts or graphs to enhance understanding and 

engagement.



• Importance of Writing Reports:
⚬ Structured communication tool for clear information conveyance.
⚬ Essential in both academic and professional settings.

• Purpose of Reports:
⚬ Provide detailed accounts of specific topics, projects, or research.
⚬ Facilitate informed decision-making and strategic planning.

• Benefits of Reports:
⚬ Document progress and analyze data.
⚬ Present findings in a coherent manner for better understanding.
⚬ Serve as official records for future reference, promoting transparency and 

accountability.
• Skills Developed Through Report Writing:

⚬ Enhances critical thinking abilities.
⚬ Improves organization and communication skills.

• Overall Significance:
⚬ Vital for conveying insights, recommendations, and conclusions.
⚬ Supports both organizational objectives and academic pursuits.



Formal and informal reports serve distinct purposes in organizational communication, each 
characterized by its unique structure and style.

1.Formal Reports: These are comprehensive and structured documents 
designed to address complex issues through detailed analysis and research. 
They typically include elements such as a title page, table of contents, 
executive summary, introduction, body, conclusion, and recommendations. 
Formal reports are often utilized in professional environments for business 
reports, research studies, or annual reports, where precision and 
thoroughness are essential.

2.Informal Reports: In contrast, informal reports are more straightforward and 
flexible, usually presented in memo or email formats. They prioritize the 
quick and efficient conveyance of information, often lacking extensive detail 
or strict formatting. Informal reports are frequently used for internal 
communications, such as progress updates, meeting summaries, or brief 
evaluations, aiming to communicate essential information clearly and 
concisely. The choice between formal and informal reports ultimately 
depends on the audience, purpose, and complexity of the subject matter.



• Start with a compelling headline that captures the essence of the story.
• Include a byline to credit the journalist or news agency.
• Write a lead paragraph that summarizes the critical aspects of the news 

engagingly.
• Organize the body of the report in an inverted pyramid style, presenting the most 

vital information first.
• Use subheadings, bullet points, and quotes for better readability.
• Incorporate visual elements like photographs, charts, or infographics to enhance 

the text.
• Provide informative and concise captions for images.
• Conclude with a summary or a relevant call to action.
• Ensure consistent formatting, clear fonts, and appropriate spacing for a 

professional appearance.

NEWS REPORT FORMAT



Title: Fatal Road Accident Claims Lives in Dhaka, Bangladesh
Dhaka, Bangladesh (October 30, 2023) – In a tragic incident early this morning, a 
devastating road accident occurred on the bustling Dhaka-Chittagong Highway, 
claiming the lives of at least five individuals and leaving several others injured. The 
accident took place near the port city of Chittagong, when a passenger bus collided 
head-on with a cargo truck. According to eyewitnesses, the crash was so severe that 
it led to significant traffic disruptions and required emergency services to work 
tirelessly to rescue trapped passengers from the wreckage.
Local authorities have initiated an investigation into the cause of the collision, with 
initial reports suggesting that dense fog and reckless driving may have contributed 
to the tragedy. The injured have been rushed to nearby hospitals, where medical 
teams are working around the clock to provide critical care. This incident has once 
again highlighted concerns over road safety in Bangladesh, a country that witnesses 
a high number of traffic-related fatalities each year. Government officials have 
expressed their condolences to the families of the victims and have vowed to take 
stringent measures to prevent such accidents in the future.



Title: Fire Erupts in Gazipur Garment Factory, Renewing Safety Concerns
A fire broke out in a garment factory in Gazipur, Bangladesh, on 
Wednesday evening. The blaze started on the second floor of a 
six-story building and spread rapidly due to flammable 
materials. Firefighters arrived quickly and contained the fire 
after a two-hour effort.No casualties were reported, but several 
workers sustained minor injuries during evacuation. Authorities 
are investigating the fire's cause, with an electrical short circuit 
being a likely trigger.This incident underscores the urgent need 
for improved safety standards in Bangladesh's textile industry, 
vital to the economy.
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