
WRITING REPORTS                    LEVEL:  ADVANCED  2 

 

TASK: PROPOSAL REPORT 

You are on the committee of a film club, and have been asked to write a report for 

the club chairman, suggesting two films to be shown as part of the club’s programme. 

You should briefly describe each film and explain why you think the club members would 

enjoy these films. Write your report. 

 
 

 

 

 

 

SOURCE: Successful Writing Intermediate, page 143. 
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TASK: INFORMATIVE REPORT 

You are organizing a music concert, on behalf of a local charity which is going to 

take place in three weeks. Write a progress report for the next meeting of the 

charity committee, explaining what arrangements have been made and what 

remains to be done. 

 

 

SOURCE: Successful Writing Proficiency, page 127. 
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TASK: REPORTING EXPERIENCES 

You went to England during the summer for a short language course. When you 

returned to your local language school, you were asked to write a report on your 

experiences for the school newsletter. Write the report. 

 

SOURCE: Successful Writing upper-intermediate, page 96. 

 

 


