
Writing reports for the CAE exam



What is a report? Who writes them? Who are they written
for? 

❖ A spoken or written description of something containing 
information that somebody needs to have. 

❖ A report is  usually written by people who have examined 
a particular situation or problem.

❖ A report may be written for a superior (e.g. a boss or 
college principal) or a peer group (e.g. club members or 
colleagues) or for an organization. 



But how can I write a report? Where do I get the 
information from?  What do I have to do in a report? Apart
from information, what do reports contain?

❖ The content of a report is to some extent factual and 
draws on the prompt material, but you have to make use of 
your own ideas and experience. You have to use your 
imagination.

❖ You have to do more than describe a situation; you may 
be asked to evaluate to what extent a particular aim has 
been achieved, or to suggest an alternative course of action. 



Your local council has asked you to do some research on 
sporting activities in the local area with the aim of 
encouraging more people to take part in sport. You have 
been asked to write a report summarizing your findings in 
which you describe the existing level of participation in 
sporting events in your  area including factors which 
discourage people from taking part in sport, and 
recommending ways of encouraging more people to take 
up sport.

Write your report in 220-260 words

❖ Study the exam instructions and underline the key 
words. What things must you do in your report?



Your local council has asked you to do some research on sporting 
activities in the local area with the aim of encouraging more people to 
take part in sport. You have been asked to write a report summarizing 
your findings in which you describe the existing level of participation 
in sporting events in your  area including factors which discourage 
people from taking part in sport, and recommending ways of 
encouraging more people to take up sport.

Write your report in 220-260 words

❖ How many paragraphs/sections do you need to write? 

❖What should you say in your introduction?  

❖What should the last section contain?  



❖Who must you write the report for? 

❖What kind of style/register should you use?

❖ You have to describe the current situation. How 
do you know what the current situation is? Where 
can you claim to have obtained your information?

❖ Are you being asked to express a personal 
opinion? 



❖ Reports should be visually different to essays. 
Typically reports are organized in sections with 
headings and possibly bullet points or numbered lists 
to make it easier for the reader to find information 
quickly. They should have a clear layout.

❖What title could you give this report? 

❖What headings could you use for the sections in 
your essay? 

❖Where could you use bullet points?



❖What could you say about the current situation?

❖ You have to write about factors which discourage people from 
taking part in sport. Remember that you have carried out research on 
this using interviews or a questionnaire. Again you have to invent your 
findings. What do you think you could say?

❖What recommendations could you make? Remember that they 
should be based on what you have found out through your research.

Your local council has asked you to do some research on sporting activities 
in the local area with the aim of encouraging more people to take part in 
sport. You have been asked to write a report summarizing your findings in 
which you describe the existing level of participation in sporting events in 
your  area including factors which discourage people from taking part in 
sport, and recommending ways of encouraging more people to take up 
sport.

Write your report in 220-260 words



A model answer

Participation in Sport in Bolton

Introduction
The aims of this report are to provide an overview of 
participation in sporting activities in the Bolton area 
indicating factors which discourage people from taking 
part in sport and to make recommendations as to how 
greater participation in sport might be achieved.



Current situation
I interviewed people from 13 to 82 living in Bolton. Fewer than a third 
took part in any sporting activity on a regular basis. Among those who did 
do sport, football was the most popular followed by individual keep-fit 
activities such as jogging, aerobics and swimming. Tennis was popular 
among older people because of its social nature, while basketball and 
martial arts were the least popular.

Factors preventing fuller participation
There was a clear division between those who already took part in sport 
and those who did not. The former cited the cost of equipment and lack 
of facilities, e.g. tennis courts and good football pitches as the main 
factors preventing them from doing more. Those who did not practice a 
sport, on the other hand, cited dislike of competitive sports and lack of 
time as the main reasons. Some described the poor quality o facilities in 
changing rooms as an off-putting factor.



Recommendations
In my opinion, encouraging those who currently take no 
part in sports should be a priority. I recommend
• organising an advertising campaign in order to promote 
keep-fit activities rather than team games
• introducing new activities  such as water aerobics at 
times when people are free
• upgrading facilities currently considered to be poor. Those 
who already do some sporting activities will be encouraged 
to do more if current sporting facilities are upgraded.



Useful language

❖ Stating the purpose of the report
The aim/purpose of this report is to 
describe/evaluate/present…
In this report , I will describe/present/evaluate…
This report provides a description/evaluation/presentation…

❖ Describing how you got your information
I spoke to/interviewed several members of staff…
Members of the local police force answered a questionnaire…
I visited three hotels: 
I conducted a survey among college graduates…



❖ Reporting your results
Most people said/expressed the opinion that …
According to …
A high/small/significant proportion of those 
surveyed/respondents said that…
25% of the students… A small number felt that …

❖ Presenting a list
The points in favour/against introducing genetically modified 
foods can be summarized as follows
1…
2…
There are a number of ways in which facilities for the 
parents of small children could be improved:
1…
2…



❖ Making a recommendation
In the light of the results of the survey/questionnaire the 
introduction of a small fee would seem to be the best 
choice/option/solution.
I would recommend, therefore, the purchase of five more 
computers …
My recommendations are as follows:



You have just finished a three-week study and work programme
in an English-speaking country. You studied English language in 
the mornings and worked for a local company in the afternoons. 
The programme organiser has asked you to write a report about 
your experience. In your report, you should evaluate the 
programme, explaining which part of the programme was more 
useful, and suggest changes you would recommend for next 
year’s programme. 

Write your report in 220-260 words


