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Communication Skills: There is a growing consensus among business executives that there is 

a lack of good writing skills among job applicants, as reported in several recent surveys. 

Because of this, employers are including writing skills as one of the skills they look for when 

hiring. Some even ask for a sample report when screening applicants. It is even included in the 

job description that the job requires a motivated communicator. 

Tips for Good Writing: Keep it simple. Do not try to impress, rather try to communicate. 

Keep the sentences short and to the point. Do not go into a lot of details unless it is needed. 

Make sure every word needs to be there, that it contributes to the purpose of the report. Use 

active voice rather than passive. Active voice makes the writing move smoothly and easily. It 

also uses fewer words than the passive voice and gives impact to the writing by emphasizing 

the person or thing responsible for an action.  

Good grammar and punctuation is important. Having someone proofread is a good idea. 

Remember that the computer cannot catch all the mistakes, especially with words like “red, 

read” or “there, their.” 

THE FORMAT:    

 

For Newspaper: Heading, By-line, Place, date, and responses to the questions what, where, 

when, who, why and how.  

 

For School Magazine: Heading, By-line and responses to the questions Why, what, where, 

when, who, how (if it is a description of event).  

 

Sample: 1 Q: Write a news report on a road accident in about 150-200 words. 

 

Answer :    

24 Killed In Road Accident 
 

(By- Jaya Prakash) 

Agra, September29. Twenty-four people including a woman and a two-month baby were killed 

in a tragic road accident involving a truck and Tata Sumo at Najafgarh, a village 14 km from 

here due to over speeding and drunken driving. 

 

The ill-fated Tata Sumo was carrying a marriage party from Delhi to Mathura. The truck 

carrying industrial goods to Noida collided head-on with Tata Sumo killing twelve of them on 

http://grammar.yourdictionary.com/style-and-usage/active-voice-adds-impact-to-your-writing.html


the spot.  The injured were immediately rushed to Dr. RML Hospital where eight succumbed to 

injuries. 

 

This ghastly accident occurred around 4.45 a.m. the police said. Initial investigation revealed 

that the truck driver was inebriated. The car became airborne due to the impact and smashed 

into a tree. It rolled over thrice, the eyewitnesses said. The two rear seat occupants died on the 

spot. The bodies were mangled beyond recognition. The surviving occupants are struggling for 

their lives in the hospital.  

 

The Police have registered a case against the truck driver and they are on a man hunt. Eye –

witnesses commented that it seemed the negligence of the truck driver that caused the accident.  

 

Sample: 2: Q: You are Ankit, staff reporter of a national daily.  You were asked to cover 

a science exhibition.  Mentioning all relevant details write a report in 150-200 words. 

 

Scientific Fervor Unravelled 

-Staff reporter 

Ahmedabad, September 30th: The School of Education organized a Science Exhibition 

wherein students showcased static and working models which can be used for learning 

various scientific concepts for children of the age group 13-18 years, to inculcate a 

scientific attitude and research-mindedness but also creating teaching aids.  

The Exhibition encouraged students to participate in activities so as to understand the 

cognitive, affective and psychomotor aspects of the task and was held as part of the 

National Science Day celebration carried out at School of Education.  

Student-teachers from all sections of the School of Education participated in this activity 

and made models which are used as teaching aids during their school internship 

programme later. They had chosen topics from NCERT Science books from Standard Six till 

Standard Twelve. A teaching aid is a very effective tool to make the classroom experience of 

the student very real and meaningful. Dr Priyanka Banerjee took the initiative of 

encouraging the students to put up such a wonderful and enlightening exhibition. The 

judges appreciated the students asking them about the scientific concepts forming the 

foundation of the models. Students had prepared models like water holding capacity of soil, 

working of a wind mill and jet car was showcased along with the DC Motor based models. 

Charts based on evolution of humans and biodiversity were presented well.  

The program was appreciated by everyone since it encouraged students to develop a 

scientific fervor and an attitude of research mindedness so that they develop the qualities of 

analytical and critical thinking. 

 

Reporting for school Magazine: 

 

Sample: 3: Q: Write a report for your school magazine, Trip to Bhimtal - Nainital- Jim 

Corbett. 

                                         Trip to Bhimtal - Nainital- Jim Corbett 

-Somashree Dutt 



ITL Public School organized a 4 days / 4 night‟s trip for students of class XIIth to Nainital - 

Bhimtal - Jim Corbett from 17th to 21st May, in collaboration with New Horizons Adventures 

Pvt Ltd, as part of their Social Studies Project Work.  

Departure took place from the school premises on the evening of 17th May 2019. After an 

overnight travel, students reached Bhimtal at 9 a.m. and lodged at Mapple Resorts nested 

among the hills and the lush green environment. During their two days‟ stay at Bhimtal the 

students had a rendezvous with beauteous surroundings of the town and went for sightseeing to 

different „taals‟. On their return, bonfire and dinner, arranged at the hotel was thoroughly 

enjoyed by the students.  

The second day was marked with adventure activities when the students were taken to 

Padampuri for an adventure camp. In four groups, the students performed activities like Cliff 

Jumping, Flying Fox, Commando Nets and Rappelling. The adventure, as a whole was enjoyed 

by the students and they learnt enough about physical fitness as well. After returning to the 

hotel, tired and exhausted, dinner and bonfire was organized which was a feisty treat for the 

students. Next day the group departed to Nainital where they were taken for boating at the 

Naini Lake and were given time at leisure for shopping and visit the Naina Devi Temple. Later 

that evening students were taken to Jim Corbett where a DJ party and dinner was organized for 

them. On 21st May, the students were taken for a Jeep safari early in the morning in the Corbett 

National Park where they got the opportunity to explore wildlife. Later that afternoon the group 

departed for Delhi.  

The trip was a memorable one for all the twelfth class students. Despite all the controversies, 

illness and the fights, this last trip was remarkable and will be a cherished memory for the 

students and the teachers as well.  

 

Sample: 4Q: Write a report for your school magazine, on the Career Counselling held at 

your school for the outgoing batch of class 12 students. 

 

CAREER COUNSELLING 

(By Raja) 

 

Career Counselling Centre, Gurgaon organized a career counselling session for students and 

parents of class XII on 18th September 2019 in the school auditorium.  

 

Career decisions play a pivotal role to shape the future growth and development of students. In 

today‟s environment of multiple options, knowing about choices available helps children in 

their decision-making process. The session commenced with the school Principal, Ms. Aditi 

Misra reiterating the importance of knowing one‟s potential and subject of interest before 

making a decision. She also laid stress on the right combination of subjects as per their aptitude 

which should be reflected in their academic performance. She emphasized on the importance of 

making informed decisions. The resource person for the session was Ms Kanika Marwaha, an 

eminent career counsellor. She is a prolific educator who has been associated with counselling 

and guidance for the past 32 years and is also the Founder and Director of University Options, 



an educational consultancy which draws upon vast experience and research, to offer 

comprehensive services to students and schools regarding decision making for the future.  

 

The session aimed at making the audience aware of the multiple career options available. The 

session was informative and enriching for students as well as parents. And the resource person 

shared information regarding leading universities and various courses available. She urged the 

students not to make decisions based on family expectations and peer pressure. She guided the 

students to identify their interests and what they are good at. She also advised them to plan 

multiple activities during their vacations to hone their skills.  

 

Practice Questions:  

 

1.  There was a rally organized by a youth organization against rampant corruption in the 

society.  As a reporter of „The Hindustan Times‟ write a report in 150- 200 words. 

   

2.  Write a report in 150-200 words on flood situation in West Begal.  

 

3.  The Kendriya Vidyalaya‟s Silver-Jubilee celebration has just concluded.  Write a brief report to 

be published in your school magazine. You are Namit/ Namita. 

 

4.  You are Sameer/ Anita. Write a report for your school magazine about the elections conducted 

in  your school.  

          

**********  


