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What is a report?

1. “Report is a spoken or written description of something containing 
information that somebody needs to have.“ Oxford Learners’ 
Dictionary

2. A report is an informative piece of writing. It looks to present and 
analyse information uncovered via an investigation of a topic, 
problem, situation, experience or event. These findings are discussed 
and analysed, with many reports offering recommendations that come 
from these findings.



Why write a report?

A report informs the reader simply and objectively about all 
relevant issues around a topic.

The purpose of a report is to present relevant information in 
an ordered way and to make carefully considered suggestions 
based on that information.

Reports are meant to be informative: to tell the reader what 
was done, what was discovered as a consequence and how 
this relates to the reasons the report was undertaken.

„This is what I (somebody) did and this is what it means.“



Common report formats include

• academic reports (like research papers and book 
reports),

• business reports (such as marketing plans and memos), 

• and scientific reports (like case studies and research 
findings).



Essays Reports
Argumentative and idea-based Informative and fact-based

Semi-structured Formally structured

Not written with a specific reader in mind (except the 
marker)

Usually written with a specific purpose and reader in 
mind

Written in single narrative style throughout Written in style appropriate to each section

Usually do not include sub-headings Always include section headings

Usually do not include bullet points Often use bullet points

Usually no tables or graphs Often include tables or graphs

Offer conclusions about questions Offer recommendations for action

Use a clear structure Use a clear structure

Based on evidence (books, journal articles...) Based on evidence (data, other reports, experiment 
results...)

Written in appropriate academic language Written in appropriate academic or professional language

Have a clear introduction and conclusion Have a clear introduction and conclusion



Introduction: gives the aim, scope and background. 

Body: the findings and analysis. These findings justify your 
recommendation(s). Relevant subheadings make it easier for the 
reader to follow the structure. 

Conclusion/Recommendations: summary of main findings and 
conclusions based on these findings, and/or actions that should be 
undertaken.

Compulsory elements of a report



Some of the most common complaints about reports

Badly structured
Inappropriate writing style
Too much/too little/irrelevant material
Expression not clear
Do not relate results to aim



Task. Minister of Education of Estonia has asked you to report on 
the number of students who took the state exams in 2025. Look at 
the two charts below. Write a report using the information to 
describe the data, and comment on the number of exam takers 
who were absent. Make relevant conclusions. You should write 200 
words.
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Figure 2. The number of absent students from 
state exams in Estonia in 2025
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Exam task in 2025







Aspects: Task completion
1. Data fully described. 

• Young people aged 10-14 
• Young people aged 15-19
• Gaming
• Reading
• Sports
• Includes at least 3 figures presented on the chart. 

2. Reasons for differences and similarities given. 
Incl. all activities i.e., gaming, reading and sports

3. At least two ideas suggested.



- aim/objective stated

- paragraphs with clear focus

- correct format

- linking devices

Aspects: Organisation



Other things to keep in mind

Word count (Task completion):

180–∞ – OK       

140–179 – deduct 1 point         

100–139 – deduct 2 points

Fewer than 100 words – 0 points       

Contracted forms throughout = max 3 points (Vocabulary)



Samples





Inglise keel
B1/B2-tasemel 
(kirjalik)

27. aprill 2026. a 28. mai 2026. a

Inglise keel 
B1/B2-tasemel 
(suuline)

27.–30. 
aprill 2026. a

28.–29. mai 2026. a

State exam (Y12) timetable in 2026



• Harno testide materjalid - Dokumendid - Inglise keel - All Documents

• https://www.grammarly.com/blog/academic-writing/how-to-write-a-report/
• https://www.anu.edu.au/students/academic-skills/writing-assessment/report-writing/writing-

the-report
• https://www.bbc.co.uk/bitesize/articles/zffy92p#zpwf9ty
• https://www.gre.ac.uk/articles/ils/writing-a-report
• Features of good reports - Report writing - LibGuides at University of Reading
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