
Writing a Report 
 
You have been asked to write the following : 
You are part of the team organising the fifth-formers’ farewell party.  You have visited a 
venue with a view to use it for the reception, and have been asked to write a report for the 
team.  Write this report, in which you include both the positive and negative points about 
the venue and make a recommendation. 
 
A report should have the following structure:  
Report Template: 
To: 
From:  
Subject: 
Date:  

_____________________________________________________ 
_____________________________________________________ 
_____________________________________________________ 
_____________________________________________________ 

  
 
Introduction / Purpose 

 
State purpose and content of your report 
 

  
Subheading*  
 
Subheading* 
 
Subheading* 
 

 
All the information on the topic is presented in detail 
under suitable subheadings.  The exact number and 
wording of the subheadings will depend upon the specific 
instructions/content of the report. 

  
 
Recommendations/ Conclusion 

 
General conclusion / opinion /  recommendation(s) 
 

 
 
Model Answer 1: 
 
To: 
From:  
Subject: 
Date:  

St Joan’s College Fifth-Form Farewell Organising Team 
Emanuel Borg, Member of Organising Team 
Venue for Farewell Party  
15 April 2010 

 
Introduction 
The purpose of this report is to assess the suitability of Sunview Hall for hosting a farewell 
party for about 120 students. 
 
Location and Features 
Sunview Hall is located in Mellieha, very close to the shore and about 200 metres away from 
the nearest residential area.  This ensures that any noise coming from the party will not 
inconvenience anyone.  The Hall is surrounded by spacious grounds and there is also a large 
swimming pool at the back.  The two-storey building consists of a large reception hall on the 
ground floor, a very large well-equipped kitchen, and a patio all around Sunview Hall.  There 
are two smaller halls on the first floor and a changing room.  The main reception area can 
accommodate 200 people, while the smaller upstairs rooms can take up to 80 people each.   



 
Services 
Sunview Hall can be rented without having to use their own catering facilities.  There are five 
permanent staff members who take care of everything related to the use of the premises.  If 
we use their own catering services additional kitchen staff and waiters will be hired.   
 
Security 
There is a policeman (fee included in the overall price) present for any function held at 
Sunview Hall.  The Hall is also surrounded by a high wall and there are also security cameras 
to ensure the safety of the guests as well as to protect against damage to the property.  
 
Price 
It costs €200 to rent Sunview Hall for one evening without using their catering facilities.  If 
we also use their catering services, an extra €7 or €10 per person is charged depending on the 
menu chosen.   
 
Recommendations 
I feel that Sunview Hall is ideal for our fifth-form farewell party.  The location is perfect, it 
offers excellent menus and facilities to suit our needs and the price asked is reasonable.   
 
(305 words)  
 
 
 
Model Question and Answer 2: 
 
You are a member of your local youth club and you are involved in organising rock 
concert for charity.  You have been asked to write a progress report for the president of 
your youth club (Mr Joseph Borg) explaining what has been organised so far and what 
still needs to be done.  
 
To: 
From:  
Subject: 
Date:  

Mr J. Borg, President, St John’s Youth Club  
Jean Grech, Committee member 
Rock Concert 
15 April 2010 

 
Purpose 
The purpose of this report is to provide an update about the arrangements that have been 
made so far for the rock concert which is going to be held on 1 May 2010. 
 
Venue 
Although it was initially planned to hold the concert in an open-air venue, obtaining a permit 
from the Local Council proved to be difficult.  The Committee decided to approach the 
Headmaster of our local primary school for permission to use the school grounds.  
Fortunately, the Headmaster liked our idea and is ready to allow us to use the premises free of 
charge. 
 
Participants 
Three bands have already confirmed that they will be taking part.  All the bands are well-
known in Malta and hopefully they will attract a large audience.  There is a possibility that a 



foreign band that will be in Malta at that time might come over to play a few numbers.  Their 
participation has still to be confirmed.  
 
Rehearsals 
Rehearsals are currently being held in the Youth Club Hall on Saturday mornings and there 
does not seem to be any problem except for the fact that one band complained that they were 
unable to rehearse in the morning. We are trying to come up with alternative arrangements.  
 
Refreshments 
To date no arrangements have been made for the sale of refreshments.  Originally, it was 
planned that the people who run the primary school tuck shop could handle the matter. 
However, they have another commitment on the same day as the concert.  The Committee is 
trying to use its contacts to find another caterer.  
 
Tickets 
The Youth Club members have each been given a number of tickets to sell and sales seem to 
be picking up during the last week.  The committee’s aim is to sell 500 tickets at €3 each.  
 
Conclusion 
The organisation of the rock concert has proceeded faster than anticipated and the concert 
promises to be a success.  
 
(315 words) 


