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1. The structure of the "Writing Reports" module 
 
The "Writing Reports" module contains six sections, six section tests and tasks, and a final 
test. In this module you will learn and practise useful language, writing strategies, and 
essential skills for writing reports.  
 

 
 
 
Each section also contains useful report writing tips. 
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Section 1: An overview of reports 

 

 
 
 
  
 
 
 

Section 2: Analysing the brief 

 

 
 
 
 

 

In this section you will learn to 
identify characteristics and 
conventions, and practise the 
process of planning, structuring 
and writing a report.  
 
You will do a test on what you 
have studied in section 1 and 
receive a mark out of 10, which 
will contribute to your final 
assessment.  
 
Task: You will practise writing a 
report outline. 
 

In this section you will practise 
analysing a brief and given 
information to formulate an 
introduction. 
 
You will do a test on what you 
have studied in section 2 and 
receive a mark out of 10, which 
will contribute to your final 
assessment.  
 
Task: You will practise writing a 
report introduction. 
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Section 3: Describing methodology 

 

 
 
 
 
 
 

Section 4: Presenting findings 

 

 
 
 
 
 

In this section you will practise 
signposting, describing data and 
writing cohesively.   
 
You will do a test on what you 
have studied in section 3 and 
receive a mark out of 10, which 
will contribute to your final 
assessment.  
 
Task: You will practise writing the 
methodology section of a report. 
 

In this section you will practise 
interpreting information, 
comparing and contrasting, stating 
facts and giving opinions, and 
packing information into 
sentences. 
 
You will do a test on what you 
have studied in section 4 and 
receive a mark out of 10, which 
will contribute to your final 
assessment.  
 
Task: You will practise writing the 
findings section of a report. 
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Section 5: Conclusions and recommendations 

 

  
 
 
 
 

Section 6: Evaluating and improving reports 

 

 
 
 
 
 

In this section you will practise 
common collocations, drawing 
conclusions from given 
information, useful language to 
use when writing conclusions and 
recommendations, formal written 
style, and describing cause and 
effect. 
 
You will do a test on what you 
have studied in section 5 and 
receive a mark out of 10, which 
will contribute to your final 
assessment.  
 
Task: You will practise writing the 
conclusions and 
recommendations section of a 
report. 
 

In this section you will practise 
evaluating the effectiveness of 
sample reports, practise 
proofreading and focus on 
common errors, study 
determiners, ways of expressing 
certainty and hedging.  
 
You will do a test on what you 
have studied in section 6 and 
receive a mark out of 10, which 
will contribute to your final 
assessment.  
 
Task: You will practise writing a 
complete report. 
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Final Test  

 

 
 
 
 

 
 

The final test contains four 
sections that test what you have 
learnt in this module. This test is 
marked out of 40 and contributes 
to your final assessment. 
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2. Tools and resources  
 

To see the resources available in your course, click on “My resources”.  
  

 

  
  

Text to speech  
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Record yourself tool  

  

  
 

  

Dictionary  

  
  

  
          

Grammar reference  
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Business centre  

  

  
  
   

Translate into any language  

You can select any text on a page, listen to it spoken, and translate it into any language.  
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Pronunciation tool   
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Interactive English  
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Fun and games  

  

  
          
  

Forums  
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Audio speed control  

 

 
 

       
  
  

Additional resources  
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3. Assessment 
 
Marks are awarded as follows: 
 

 

Module tests 
 

Marks for each test 

Section 1 10 

Section 2 10 

Section 3 10 

Section 4 10 

Section 5 10 

Section 6 10 

Final test 40 

Total score 100 
 

 

 
 
 


