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Skills Check 
Rate how confident you feel about the skills tested in this section:  

Skill Not a clue! I know a 
little 

I feel okay 
with this 

I feel quite 
confident 

I feel very 
confident 

Set out articles and reports correctly 
      

Write using the appropriate style  
      

Interpret what to write about  
      

Complete the article or report in the 
given time frame        

 

When you have finished the booklet, use a different colour to mark your confidence levels again.  

 

Writing Articles & Reports 

Introduction 
 

These are two possible text types that may come up in your writing exam. They 
are covered in the same guide as there are many similarities between them.   
 

You will find it useful to have completed work on  

 Planning 
 Writing the correct amount 
 Spelling 
 Grammar 
 Punctuation  

before attempting this guide as you will then be able to apply the things you 
have learnt to email writing.  

You may find it useful to have a copy of the writing self-analysis sheet to help 
you check your own work.  
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Layout & Structure 

 

 

 

 

 

 
Try it Out  

Question 1 – Think of a suitable title for a report and one for an article on the 
subjects below.  

a) Children are no longer interested in reading books.  

 

b) Litter in the local community.  

 

 

 

The heading is one of the key features of both articles and reports.  

For a report, keep the heading quite formal stating what you are writing 
about  

For an article, the heading could be in the form of a question or could be 
catchy like a newspaper headline. To decide which to use think about the 
audience who will be reading the article. You are trying to engage and 
interest them.  
 

Example 

You are writing about plans for a new supermarket in your town.  

The title for a report might be: Investigation into Plans for New Supermarket 
Development on Bridge Street 

The title for an article might be: Residents Revolt over Supermarket Building 
Controversy OR Are you For or Against the Supermarket Development?  
 

Notice the use of sentence case – key words usually are capitalised in titles.  

 

Articles and reports must have  

 A heading  
 An introduction 
 A conclusion 
 Paragraphs  

Articles and reports may have  

 Subheadings  
 Formatting features such as 

bold, underlining  
 Pictures  
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Try it Out  

Question 2 

You are writing an article about how you think your college/training provider 
could be improved. Think of four or five subheadings you could use to structure 
your article.  

 

 

 

 

 

 

 

 

 

You should not use a greeting such as Dear or a close such as Regards or 
Yours sincerely.  

There is no set way to finish an article or report. If you want to put 
something at the end, you could put your name as the author using  

By Richard Eagle 

 
Subheadings  

It’s a good idea to try to use subheadings in a report where you can. You 
might use the traditional wording of Introduction, Method, Findings, 

Conclusion or you could use change the method and findings to 
something that fits the topic perhaps Research and Ideas or similar.  

 

In an article, you may choose to use subheadings. These can be less formal 
than the article and might be key word and phrases or even questions.  
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Style  

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Try it Out 

Question 3 - Tick all the sentences that would be appropriate for a report.  

a) The information doesn’t suggest that there is an issue.  

b) I believe we need to do more to protect our parks.  

c) It appears that the number of swans on the village pond has decreased 
significantly.   

d) The study from 2019 suggests that adults over 55 have more money in 
savings than those aged 21 to 54.  

e) Why don’t you write your own report about traffic noise in Denstone?  

 
    

Report 

Should always be formal. This means 
avoiding contractions such as don’t 
and can’t and writing the words in full. 

Try to avoid using opinions and I. Use 
facts and more informative sentences.  

Here are some key phrases you could 
use:  

Research suggests… 

Our findings indicate…  

Statistics show x% of people were 
affected by… 

It is likely that… 

It appears that… 

Article 

The level of formality will depend 
upon the audience you are writing for. 
If it’s for a local newspaper you might 
be a little more formal than if it’s for 
your college website.  
 

If you wish to, you can try to engage 
the audience by talking directly to 
them and asking them for their views 
or linking back to previous articles.  
 

In last month’s article, we looked at the 
drop in house prices in our local area. 
This month, we talk about the number 
of high street shops closing.  
 

Why not write in with your own views 
on the effects on social media on teens 
and your article might be published 
next week!  
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The Content 
 

 

 

 

 

 

 

 

 

 

 

 

 

Try It Out  

Question 4 – Find out one topic for an 
article and one for a report from a 
previous exam paper. Record the 
topics below.  

 

a)  

 

 

 

 

b)  

 

 

 

There are many topics for both articles and reports:  

 Changes in your local area – building or development work or new 
businesses/closing businesses  

 Opinion pieces – is social media a bad influence? Is there too much 
underage drinking? Should we have more bank holidays? Are uniforms 
good or bad?  

 Interest pieces – what’s happening where you work or study?  

As with other text types, you can make up evidence and facts as you won’t be 
expected to remember any details. Just make sure what you make up sounds 
sensible.  

Recently there have been over 200 complaints about the recycling facilities in 
the town.   

One in four local residents objects to the proposal to install speed bumps on 
Main Street.  

 

If you are asked for 
your opinion, make 

sure you state it 
clearly  
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Example Question – Article   
Below you will find an example exam style question and a sample response to that 
question. After you have read the example, you can have a go at writing your own 
version of the article.  

 

 

 

 

 

 

 

 

 

 

 

 

You see the above in your local newspaper. Write an article for the paper stating 
what facilities you want to see in your local area.  

 

 

 

On the next page you will see an example answer. The article has been 
annotated to show where key criteria have been met to help gain marks on the 
exam.  

 

 

 
 
 
 
 

We want your articles! We want to hear from local people about what they want to 

see in their area. What facilities do you want? 

More sports facilities? 

More places to relax? 

More shops? 

More places to go in the evening? 

More restaurants? 

More activities for kids? 

More entertainment? 

Use of level 2 standard vocabulary is 
shown in bold 
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Example Article  
 

                              What Does Burton Need? 

 

Although Burton has a number of facilities, there are many things that could be 
done to improve the town in terms of entertainment, shopping and leisure. 
With some investment by the local council and major retailers, Burton could 
become a fantastic place to live and visit.  

 

Meadowside Leisure Centre has recently been refurbished to include new gym 
facilities and squash and badminton courts. However, it could still benefit from 
a separate children’s pool with more fun activities for kids such as a slide, which 
would then leave the adult pool for more serious swimmers.  

 

There are numerous shops in Burton, but there are some well known major 
brands that are missing and, therefore, a number of Burton residents prefer to 
shop in Derby or Lichfield. If Burton was able to attract retailers such as 
Debenhams, H&M and Lush, then more people would want to shop in the town.  

 

 

Clear title using a question   

The introductory paragraph clearly restates the question about facilities in the 
local town to show the examiner they have understood the question. They show 
the structure of their piece by indicating their three points will be about 
entertainment, shopping and leisure. This shows evidence of planning what they 
will say.  

The first sentence is complex using although then a comma after the first phrase. 
And the second is also complex using with and a phrase before the comma.  

This paragraph deals with one of the points from the introduction, leisure, and 
uses some level two vocabulary. The second sentence is complex starting with 
However, and finishing with a comma and which.   

There is a possessive apostrophe using children’s pool.  

This paragraph details another point from the introduction and sticks to the topic 
of facilities for the town. It gives detailed information and examples. The, therefore, 
and sentence starting if with a comma add further complex sentences.  
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What about the teenagers? I’m sure many of you will definitely agree that we 
need more youth entertainment facilities in Burton as there are very few places 
for teenagers to go to have fun. There is a cinema, but Burton’s bowling alley 
closed down a while ago, and there is not much else to do. Some suggestions 
would be laser quest, a pool hall, or an ice-skating rink. Additionally, there 
should be a children’s play centre for families with young kids, which people 
could access easily using public transport. It’s really surprising there is no soft 
play centre in the town at all.  

 

In conclusion, Burton has a number of facilities already, but if it wants to attract 
more people to live, work and socialise in the town then more investment by 
larger businesses in leisure, entertainment and retail is needed to improve the 
local economy and the quality of life for residents. What do you think? Write 
into the paper giving your opinion on Burton’s facilities, and your article could 
be published next week.  

 

 

 

 

 

This article is 327 words and has three key paragraphs with an 
introduction and a concluding paragraph. This would be a suitable 
length in the exam.   

Try it Out   

Question 5  

Have a go at writing your own article about facilities you would like in 
your local area.    

The third paragraph deals with the final point from the introduction and discusses 
different entertainment facilities again adding some specific details. It has an 
interesting start using a question, which is appropriate for an informal article. It 
also uses the first person, I. This is fine for this article as it asked for personal 
opinion. It also uses you to directly speak to the audience. The second sentence is 
complex using additional information in a pair of commas and another complex 
sentence starts with Additionally, and one with ,which at the end. 

There is a possessive apostrophe with Burton’s bowling alley and another with 
children’s play centre.   

This is clearly a conclusion as it states In conclusion, and brings together the points 
made above. It adds in the final idea of attracting more people to the town. It 
shows that the writer knows article conventions by asking the reader to write in 
with their own views.  

There is a possessive apostrophe with Burton’s facilities.  
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Example Question – Report   
Below you will find an example exam style question and a sample response to that 
question. After you have read the example, you can have a go at writing your own 
version of the report.  

 

 

 

 

 

 

 

 

 

 

 

 

Write the report for the manager of the publishing company.  

 

 

 

On the next page you will see an example answer. The report has been 
annotated to show where key criteria have been met to help gain marks on the 
exam.  

 

 

 
 
 
 
 

You are doing some voluntary work for a publishing company. The 
manager asks you to write a report about the future of books. In the 
report he would like you to cover: 

 Whether young people are reading less now than they used to 
 What might be causing changes in reading habits of young 

people  
 How publishers could encourage young people to read more 

books  

Use of level 2 standard vocabulary is 
shown in bold 
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Example Report 
 

                      The Future of Reading 

 

This report will examine the reading habits of young people giving reasons for 
the decline in reading of traditional books. The report will also give some 
suggestions for increasing the appeal of books and marketing books to a young 
audience.  

Analysis of Young People 

Young people currently do not read as much as they did a few decades ago. In 
some ways that is a myth because people are actually reading more words now, 
but in a different format. Teenagers spend hours a day reading information on 
websites, instant messages and social media updates. Unfortunately, they are 
not reading novels. One reason for this may be that society now is focused on 
what is happening online and on social media. People need to be in touch with 
others at all times and, if they are reading a traditional book, they will lose that 
connection with others. 

 

How to Make Reading More Appealing  

As mentioned before, young people spend most of their lives online, so it is 
important to make reading accessible to them in the formats they use all the 
time. This is happening already with Kindles, which are popular with people 
who travel regularly. Young people now can be obsessed with celebrities, so it 
might be a good idea to have your product endorsed by someone they will 
recognise. Additionally, try to appeal to the audience’s need. Young people are 
most likely to read a book when they are travelling either on a bus, plane or 
train, so advertise at stations and airports.  

 

 

Clear title suitable 
for a report    

The introduction uses formal language to clearly state the purpose of the report. 
The writer shows they understand the concept of a report using words like 
examine and suggestions.  

  

The writer uses clear subheadings for each paragraph. This shows evidence of 
planning. There is evidence of awareness of formatting features. The structure of 
the paragraph sets out a point about young people reading less then contains 
details about the reasons behind this.  

A complex sentence is used starting with unfortunately, and the last sentence with 
an additional part in a pair of commas.  
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Ideas for the Future of Reading 
There is still a place for the printed book, and this is demonstrated by Amazon 
opening up a bookstore, which was surprising to many people, but they clearly 
thought there was a market. However, the majority of reading by young people 
is online, so this is the format that should generate the most sales.  Publishers 
should consider their customer’s hobbies to tailor their books and their 
advertising.  

 

Conclusion  

Overall, reading is still a popular hobby, but young people are most likely to 
read something online and if it is advertised by a celebrity they know and like, 
so marketing needs to be carefully tailored to the audience. Digital books are 
probably the best way to generate money as a publisher.  

 

 

 

 

 

 

 

This article is 384 words so it is on the longer length for the exam. It 
has a suitable number of paragraphs.    

Try it Out   

Question 6 

Have a go at writing your own report about young people and reading.    

This paragraph addresses the point about how to encourage young people to read 
more. It links to the previous paragraph with its point about reading online 
showing evidence of planning and linking of ideas.  

There is a complex sentence at the start using As mentioned before, one with a 
comma and which and one starting Additionally,  

There are a number of level two standard words that are suitable for a report. 
There are no contractions as it is a formal report.  

There is a possessive apostrophe with audience’s need.  

This paragraph continues the theme of the future of reading. It sets out the ideas 
and gives some additional detail and a fact about Amazon. It opens with a complex 
sentence using a phrase and then a comma and another complex sentence is seen 
by However, 

There is a possessive apostrophe with customer’s hobbies.  

This paragraph is a clear conclusion seen by the subheading and the use of Overall, 
and additional information in a pair of commas making a complex sentence. It 
summarises the information that was said in the report and repeats the key 
recommendations.  
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Article & Report Writing – Top Tips  
 

 Always plan your key points before you start writing  

 

 Choose a suitable title or heading and consider using subheadings  

 

 Always include at least two examples of possessive apostrophes  

 

 Use a mix of sentence types and aim for a minimum of four examples of 
complex sentences  

 

 Make sure you include some evidence or examples. These might be in the 
form of facts or statistics. These don’t have to be true, but they should be 
realistic 
 
 

 Consider the audience of the article – are you aiming it at teenagers, 
parents, families, locals? This might affect your style and how formal you 
choose to be 

 

 Reports must always use formal language 

 

 Make sure you give reasons/explanations/examples for all your points. 
Imagine someone asking ‘why?’ after you have written the first sentence 
and you answer their question 
 
 

 For informal articles, you can make use of direct address, questions and 
rhetorical questions 
 
 

 In articles, you might use speech marks. You could use them to give a fact 
from an expert or to give the exact views of an everyday person 
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Try it Out – you can choose to write or type your reports and articles. 
Consider timing yourself so you can see if you can complete them within the 
given time frame.  

 

Question 7 

The council have plans to build a children’s play park on the field behind your 
house. The local paper have asked residents to write articles for their paper’s 
website giving their views on the new play park.  

Write an article for the paper. Make sure you give your personal views on the 
play park and give detailed reasons for your views.  

 

  

Question 8 

Your college/training provider ask all students to write a report at the end of 
term. Here is the brief:  

 

 

 

 

 

 

 

 

 

 

 

 

 

Write the report.  

You should aim to write about 250 to 300 words. 

Report Brief  
 

Please write a report about improving facilities in our 
buildings for students who are disabled or who have learning 
difficulties. We want to know what facilities work well for 
these students and visitors already and what improvements 

could be made.  

Three suggestions have already been made: 

 A sensory room for severely autistic students  
 More disabled parking spaces  

 Printing resources in large print and braille  

In your reports, make sure you discuss the suggestions 
made.  


