
Report writing: 

1) Formality: 

Informal                                                                                     Formal  

We need more money                                  –               We need more financial resources 

First, I’ll say what I think the problem is     –               First, we need to define the issue 

This gives us a lot of chances                  –                     This presents us with several opportunities  

It’s changing a lot                                       -                     It is undergoing a profound transformation 

Another good thing to do is                     –                    A further step in the right direction would be to… 

We really have to do something about it     –             We need to meet these challenges 

 

Informal – formal                                                 Informal – formal  

Bad – negative                                                      need - require 

Big – considerable                                               not good enough – inadequate 

Buy – purchase                                                     particular - specific 

Change (v) – alter                                                parts - components 

Change (n) – transformation                             places - locations 

Earlier – previous                                                 problem - issue 

Effect – impact                                                     result - outcome 

Get – obtain                                                         show - demonstrate 

Good – positive                                                    talk to – communicate with 

Idea – concept                                                       worry - concern 

 

Informal                                                                   Formal  

The data is not correct                  –                      There is an error in the data 

There are about 1M bicycles in Paris       –        There are estimated to be about 1M bicycles in Paris 

You may need to adjust….                      -             You may need to make a slight adjustment 

 

 Look for this formal language in English reports that you read – note examples you can use.  

This is an awareness raising document.   After reading this, be aware of the language used in reports.  

Reports often use a more formal style of English than spoken English.  Look at the examples below:  



 

2) Collocations – words often used together:  

Most people agree that -  There is widespread agreement  

Regulation to improve safety – safety regulations 

 

Millions of collocations!  Collect them when you read reports.  Many, per subject, here:    

https://theeltbar.wordpress.com/2016/08/14/mind-maps/ 

http://www.macmillandictionaries.com/about/collocations-dictionary/ 

                __________________________________________ 

 

3) Variety - synonyms:  Example – Issue/problem 

Big issue – central critical, crucial, fundamental, important, serious, key, main, major, pressing 

- complicated, complex, problematic, difficult 

- burning, contentious, controversial, divisive, emotive, sensitive 

- analyse, consider, examine, investigate, look into, research, outline 

- address, confront, tackle, handle, face                                                                  an issue… 

- resolve, solve, settle, overcome, sort out 

http://www.macmillandictionary.com/ 

                   _________________________________________ 

4) ‘It’ structures 

It - is said, thought, believed, suggested, recommended… that 

             ___________________________________________ 

5) Rhetoric: 

 
a) Introductory phrases: 

The important thing/implications here is/are that….. 

What is needed/we need in this situation is…. 

I would like to stress/ It should be stressed that…. 

 

b) Buzz phrases: 

To optimize our supply chain                            To refine a new strategy 

To implement a series of changes                   To be well positioned to do sth 

To streamline the company                               To be on track to do sth 

To face a challenge                                              To allocate resources 

 

Note similar phrases when you meet them. Use them in your reports. 

https://theeltbar.wordpress.com/2016/08/14/mind-maps/
http://www.macmillandictionaries.com/about/collocations-dictionary/
http://www.macmillandictionary.com/


6) Argument & persuasions 
- Linking 

Firstly, secondly…; one reason for this is…another reason is…,  

in addition, furthermore 

For example, such as, e.g.,  

In other words, that is to say 

In general, typically, as a rule 

Therefore, as a result,  

Finally, the next step is…, looking ahead, 

To summarize, to sum up, on balance, overall, in conclusion,  

 

Personal attitude 
Clearly, fortunately, significantly, (not) surprisingly, interestingly, Predictably, Worryingly 

 

- Concessions & contrast 
Although, despite, whereas, however, on the other hand, in contrast 

In general, …. but…. 

On the whole…. however…. 

In the short term…but in the long term… 

On the one hand…but on the other hand … 

Under normal circumstances…but in the current situation… 

It is true that… however… 

 

- It is… adj… that 

It is… clear, true, significant, interesting, possible, likely, surprising … that 

- Referencing 
According to, as reported in, as X says, research has shown that,  

it is generally acknowledged that, 

 

- Moving on 
Having discussed…. we should now consider… 

Turning to… 

 

- Maximizers 
Highly, strongly, completely, totally, extremely, fully, very 

 

- Minimizers 
Relatively, slightly, quite, fairly, only, hardly, just  

                       ________________________________________ 

                      Adapted from Paul Emmerson’s White paper on report writing.  

 https://www.slideshare.net/PaulEmmersonDotCom/white-paper-the-language-of-report 

writing?ref=http://www.paulemmerson.com/articles/ 

 

https://www.slideshare.net/PaulEmmersonDotCom/white-paper-the-language-of-report%20writing?ref=http://www.paulemmerson.com/articles/
https://www.slideshare.net/PaulEmmersonDotCom/white-paper-the-language-of-report%20writing?ref=http://www.paulemmerson.com/articles/

