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Writing Reports:   
Gathering, Organizing, and Communicating Information 

________________________________________________________________    
 

Critical Learning  Materials & Interactions  

 

 Understand the actions/terms used in 

the task description  

 Understand what a Level 4 report looks 

like 

 Prepare and create a report 

 Become more familiar with college 

services 

 

 

 Internet access 

 Student Response Page: Writing 
Reports 

 Level 4 reports from Ontario College 
Writing Exemplars, available at 
http://www.gotocollege.ca/pdfs/6-
8_OCWE.pdf 

 Durham College Learner Support 
Centre at Durham College available at 
http://www.dc-
uoit.ca/EN/main/learnersupportcentre/w
riting_academic_services.html 

 Work with a partner 
 

Minds On 

 
 Reports are vehicles of communication 

used to provide information in a concise, 
clear and easy-to-read format. Reports are 
commonly used to communicate progress, 
provide new information, and analyze 
results. College students are often asked to 
show their knowledge or research in a 
report format. The Ontario College Writing 
Exemplars contains many examples of 
both short and longer, technical reports by 
college students.  
 

 
 Locate the Level 4 exemplar about the 

gym at Welland Campus on page 77 of the 
Ontario College Writing Exemplars. See 
the internet address above.  
 

 Use the Investigative Report Outline 

on your Student Response page. If 
possible, work with a partner to answer the 
questions in the right-hand column. The 
outline addresses each of the actions 
required by the assignment and listed in 
the task.  

 
Action!   

  

 Writers use many strategies. You can 

try the following to decide which strategies 
work best for you. Your teacher can 
provide a handout on these:  
 Rapid writing (Think Literacy, p. 98) 
 Setting the context (Think Literacy, p. 

102) 
 Adding Content (Pass It On!) (Think 

Literacy, p. 104) 
 Webbing, mapping and More (Think 

Literacy, p. 108) 
 Supporting the main idea (Think 

 
Locate the Durham College Learner 

Support Centre at Durham College 
available at the internet address above.  
 

 Select one of the services offered by 

the centre and complete the Planning an 
Investigative Report Outline on your 
Student Response page as if planning to 
write a short report. To collect the 
information you need, use the 5W‟s. Some 
possible questions are:  

http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
http://www.gotocollege.ca/pdfs/6-8_OCWE.pdf
http://www.dc-uoit.ca/EN/main/learnersupportcentre/writing_academic_services.html
http://www.dc-uoit.ca/EN/main/learnersupportcentre/writing_academic_services.html
http://www.dc-uoit.ca/EN/main/learnersupportcentre/writing_academic_services.html
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Literacy, p. 112) 
 Writing an Information Report (Think 

Literacy, p. 144) 
 Writing a Business Report (TL, p. 147)  
 

 Reports answer the W questions—

Who? What? Where? When? Why?  The 
report writer must investigate, ask 
questions and record the information 
accurately before preparing a report. 
 

 Templates are scaffolds (temporary 

supports) that cue us to provide certain 
information and help us organize 
information. Don‟t let these trap you, 
however. Modify them if necessary! For 
example, reports don‟t have to be 5 
paragraphs long. That is a guideline.  
 
 

 When we read over our own work, we 

often „see‟ what we think we‟ve written. 
Reading backwards word-by-word or 
sentence-by-sentence helps with spelling 
and grammar because it disrupts the “flow” 
of your reading and expectation. Reading 
aloud can intensify this effect.  

 Where is the service located?   

 When can students access the service?  
Who provides the service?   

 Why is this service necessary? 
 

 Use the Information Report Template 

on your Student Response page to 
organize your information.  
 
 Using your Information Report 

Template as a guide, draft your report. Use 
drafting strategies from Literacy Lesson 
2.1, e.g., go with the flow and don‟t be 
afraid to modify your outline.  
 

 Revise using revising strategies from 

Literacy Lesson 2.1, e.g., check the 
sequence and logic or be ruthless.  
 

 To proofread without a partner: 

 Check spelling by beginning with the 
last word of your draft. Read backwards 
word by word. 

 Check sentence structure, punctuation 
and grammar by reading the last 
sentence of your draft, then the 
second-last sentence, then the third-
last sentence, and so on.  

 

Consolidation  

  
 Share your report with a partner.  Have 

your partner ask questions about the 
information in your report.  Ask your partner 
to verify that s/he can find the service and 
can understand its purpose. 
 

Connections and Next Steps  
 

 Reports are everywhere, for example, wherever people are accountable. Employees, 

for instance, submit reports to supervisors or employers.   
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 Writing Reports – Student Response 
Gathering, Organizing and Communicating Information 

 

 You can: (1) Work on this template online and print a completed copy. It will expand 

as you work or (2) print a blank copy after adjusting the spacing to leave room to write or 
(3) use this as a guide to structure responding in a notebook.  
 

Minds On…  

 

 Complete the Investigative Report Outline: 

 

The writer’s 
actions 

Welland Gym Your answers  

Collect 
 
(Locate 
information) 

 Where did the writer find the 
information?  

 Are these sources reliable? 
Varied?  Unbiased? 
Accurate? Complete? Useful 
to my audience? 

 What additional source(s) 
would you have consulted? 

 What additional questions 
would you have asked gym 
users? What would you have 
asked the Athletic Director?  

 

 

Reframe 
 

(Select 
information this 
audience 
needs to know 
and decide 
how to say it 
for this 
audience) 

 What is the purpose, or goal, 
of this report?   

 What are the key words in 
the introduction that focus 
and direct its purpose? 

 Who will read it?  

 

Analyze 
 

(Make 
decisions 
about what is 
important and 
why) 

 Why is this information 
important?   

 What action might result? 
 

 

Organize 
 

(Arrange in the 
most effective 
order) 

 How are headings used in 
the report? 

 In what order does the writer 
arrange the information?   

 How and when are bullets 
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used effectively? 
Categorize 
 
(Label sections 
and 
paragraphs 
with 
subheadings) 

 Reread the section entitled 
“Equipment”.  Highlight the 
key word in each paragraph 
that describes what issue is 
discussed.   

 What categories could be 
used for the section on 
maintenance? 

 

 
 

Action!    

 

 Plan a report using the Planning an Investigative Report Outline: 

 

Action  Guiding Questions Your answers for your report 

Collect 
 
(Locate 
information) 
 
 

 Where do I find information for 
my topic that is correct and 
complete? 

 Is this information useful to my 
audience? 

 Who or what are the sources of 
information for your report? 

 Are these sources reliable 
(trustworthy? Unbiased? 
Accurate?) 
 

 

 

Reframe 
 
(Select 
information 
this 
audience 
needs to 
know and 
decide how 
to say it for 
this 
audience) 
 

 What is the purpose of my 
report?   

 What are the key words in the 
introduction that focus and 
direct its purpose? 

 Who will read it? Does my 
report „speak to‟ my intended 
audience? 

 

Analyze 
 
(Make 
decisions 
about what 
is important 
and why) 
 

 What is the most important 
information?   

 What action do I expect from 
my readers?  
 

 



WRITING SURVIVAL SKILLS  Literacy Lesson 2.5 

 

Dual Credits (Revised Nov. 2009): Writing Survival Skills: Writing Reports, 2.5 page 5 

Organize 
 
(Arrange in 
the most 
effective 
order) 
 

 What order is most effective?  

 Where can I use bullets?  

 

Categorize 
 
(Label 
sections 
and 
paragraphs 
with 
subheading
s) 

 What categories could be used 
for each section of the report? 

 What headings do I need? 

 Does any information need 
rearranging because of the 
labeling?  

 

  

 Using the Information Report Template below, organize your information.  

 

Introduction: 
 

First sub-topic:  
 
Key points from your research: 
 
Transitional sentence: 
 

Second sub-topic: 
 
Key points from your research: 
 
Transitional sentence: 
 

Third sub-topic: 
 
Key points from your research: 
 
Transitional sentence: 
 

Conclusion: Re-state some of your key points. 
 
Write an emphatic concluding sentence. 
 

 
From Think Literacy: Cross-Curricular Approaches, Grades 7-12, page 146. 
 

 Now, write your draft.  
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Consolidation   

  

 Obtain feedback on the success of your report‟s communication from a partner. 

 

Connections and Next Steps 
 
 

 
 
 
 

Teacher’s Feedback 
 

 Successfully completed    
 

 Still to do: ______________________________________________________  
 
Comments:   
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Writing Reports 
Gathering, Organizing and Communicating Information 

 

Literacy Learning Self-Assessment Checklist 
  

 Check items you have completed confidently in this lesson. Highlight items 
about which you have questions or need to consolidate further.  
 
 
Critical learning 
 

 Understand the actions/terms used in the task description  

 Understand what a Level 4 report looks like 

 Prepare and create a report 

 Become more familiar with college services 

 

Minds On…  

 

 I can recognize the format, purpose and organization of a report 

 I can understand the key actions/terms used in the description of the task 

 

Action! 

 

 I can locate and investigate a college service on a college web site 

 I can collect and organize information for a report 

 I can follow a model to create a report for my peers 

 I can make necessary revisions 

 

Consolidation  

 

 I can verify that my report is successful by seeking feedback from a fellow 
student 


