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      THE SCHRAM ACADEMY 

 CHENNAI 

 

WORKSHEET 3, 2020-21 

 
 Strategies and instructions for Article & Report Writing 

Note: Practice questions are given on page 4.  Read the questions carefully and attempt the same. 

What is an article? 

An article is a written work published in a print/electronic medium. It may be for the purpose of propagating news, 

researching results, academic analysis, or debate. Generally, it is a piece of writing that is published in a 

newspaper or Magazine. 

What is Article writing format? 

The format of an article consist of the following parts – 

 Heading, 

 By line, and 

 Body 

 HEADING- The heading should be catchy and in not more than 5-6 words. You can go as creative as you want 

with this one just make sure you do not devote too much time on it in the exam. 

ii. BY LINE- It refers to the name of the person writing the article. It is generally given in the question. If not given, 

then do not write your personal details. 

(NOTE- You are not supposed to mention any of your personal details while attempting the answers in the exam.)  

iii. BODY- It is the main part of your writing piece. It generally consists of 3-4 paragraphs. 

 PARAGRAPH 1: It is always prescribed that you begin with a short introduction of the topic; it‟s meaning to be 

precise. Briefly tell what the article is about giving some quotations or startling facts to arouse the interest of the 

readers. 

 PARAGRAPH 2 or PARAGRAPH 2&3: Now this part can be written in either one or two paragraphs. You are 

required to do a complete analysis of the subject matter in question. It may include- 

 PARAGRAPH 3 or PARAGRAPH 4: The conclusion. It is the concluding paragraph. It is important to conclude 

what you‟ve started. Never leave an article open-ended. Now, it is to be remembered that wherever you elaborate a 

problem, you always have to mention the steps being taken to improvise the situation and suggest a few solutions 

as well. Predictions and personal problems may be included. This paragraph needs to be short and precise. Here 

also, you could add some glitter to your art piece with some quotes. 

 

 

Sample Article Writing  

‘Grow more trees to reduce pollution.’ Write an article in 150-200 words on the topic given above for your 

school magazine. 

(SOURCE- CBSE compartment 2018) 
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Answer: 
Grow More Trees to Reduce Pollution - Headline 

Radhika - Byline 

“Trees are poems the earth writes upon the sky.” 

Trees and plants are one of the main reasons why mankind came into existence. The importance of planting trees 

has been emphasized time and again. This is because of the numerous benefits they offer. 

They make the world a better place to live in. They exhale oxygen and inhale carbon dioxide to maintain 

the ecological balance in the environment. They also absorb all the harmful gases and give us fresh air to 

breathe. 

Trees build a sheet to protect us from the harmful ultraviolet rays. Not only this, they serve as a habitat for birds 

and various species of animals. This is not it. Trees help in controlling water pollution and preventing soil 

erosion. 

The places inhabited by large numbers of trees are quite cooler compared to the concrete jungles that cannot do 

without air conditioners. Unfortunately, urbanisation is leading to clearing of forests and parks despite the 

numerous benefits they offer. People come here for morning walks, evening strolls, yoga sessions and laughter 

therapy. These also serve as a safe place for the kids to play and socialise. The only way left to preserve them and 

reap these benefits is by growing them at a faster rate. 

As a Chinese proverb states, “The best time to plant a tree was 20 years ago. The second best time is now.” So do 

your bit and make this place more beautiful. 

Thank you. 

 

What is a report? 

A report is a written account of something that one has observed, heard, done, or investigated. It is a systematic 

and well organised presentation of facts and findings of an event that has already taken place somewhere. Reports 

are used as a form of written assessment to find out what you have learned from your reading, research or 

experience and to give you experience of an important skill that is widely used in the work place. 

Generally, two types of reports are asked namely, newspaper report or a magazine report. Newspaper report is the 

one which is published in a newspaper and magazine report is generally written for a school magazine. 

 Report writing 

 A well written report must possess the following traits:  

 adherence to the specifications of report brief; 

 analysis of relevant information; 

 structuring material in a logical and coherent order; 

 presentation in a consistent manner according to the instructions of the report brief; 

 making appropriate conclusions that are supported by the evidence and analysis of the report; 

Now, it is very important to follow a proper report writing format. Not to forget that format carries marks. 

Report Writing Format  

Format of a magazine report 

Heading- A descriptive title which is expressive of the contents of the report. 

i. By line- Name of the person writing the report. It is generally given in the question. Remember, you are not 

supposed to mention your personal details in your answer. 

ii.  

iii. Opening paragraph (introduction) – It may include the '5 Ws' namely, WHAT, WHY, WHEN and WHERE 
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along with WHO was invited as the chief guest. 

iv.  

v. Account of the event in detail- The proper sequence of events that occurred along with their description. It is the 

main paragraph and can be split into two short paragraphs if required. 

vi.  

vii. Conclusion- This will include the description of how the event ended. It may include quote excerpts from the 

Chief Guest's speech or how did the event wind up. 

Format of a newspaper report 

Headline- A descriptive title which is expressive of the contents of the report. 

i. By line- Name of the person writing the report along with the designation. It is generally given in the question. 

Remember, you are not supposed to mention your personal details in your answer. 

ii.  

iii. Place and date of reporting- It is generally not mentioned in a magazine report separately, but here, it is. 

iv. Opening paragraph- It includes expansion of the headline.  It needs to be short as it is a general overview of the 

report.  

v.  

vi. Account of the event in detail- It is generally written in two parts: First, complete account of what happened in 

it‟s chronological sequence (preferably) and second, the witness remarks. 

vii.  

viii. Concluding paragraph- This will include the action that has been taken so far or that will be taken. It is the last 

paragraph.  

MAGAZINE REPORT NEWSPAPER REPORT 

Heading Headline 

By line By line (along with the designation) 

Opening paragraph Date and place 

Account of the event Opening paragraph 

Conclusion Account of the event and witness remarks 

 Conclusion 

 

Sample Report Writing 

Cultural Society Sunshine Public School, Nellore organised an adult literacy camp in its neighbourhood. Write a 

report in 150-200 words on the camp for your school newsletter. You are P.V. Sunitha, Secretary. Use the 

following clues: no. of volunteers – hours spent in teaching – location of the class – chairs, blackboards – no. of 

people attending the camp – benefit. 

(SOURCE- CBSE 2017) 

Answer: 

ADULT LITERACY CAMP 

-BY P. V. SUNITHA, SECRETARY 

An adult literacy camp was organised by Cultural Society Sunshine Public School, Nellore in the school 

neighbourhood yesterday extending educational options to those adults, who have lost the opportunity and have 

crossed the age of formal education. The activities of the camp were carried out by the cultural society of the 

school and there were a total of 25 volunteers. 
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The camp began with the welcome speech for the chief guest, Mrs. Kavita Naik, a renowned social worker. 400 

people were a part of the camp. They were divided into different groups in accordance with their competencies. 

They were taught the basics for being able to read and write. Free books and stationery is being provided for 

quality education. All the arrangements including desks and blackboard were done in advance. Apart from the 

educational needs, special care was devoted to hygiene and sanitation. They were taught basics of cleanliness like 

types of wastes and their management. Refreshments were also provided to the participants. The immense 

enthusiasm and zeal in the people to learn was the main driving factor. 

The chief guest distributed the certificates of participation among the volunteers. The camp ended on a positive 

note. There was an atmosphere of learning and growing together. 

 

 Article writing for practice 

India is a land of diversity. One way in which it makes us feel proud of it is the number of festivals we enjoy. 

Write an article in 150-200 words on „Festivals of India‟. You are Karuna/Karan.  

 

 

 Report writing for practice 

Annual Day was celebrated in your school. District Magistrate, Ms. Indu Bala Sharma was the Chief Guest. Write 

a report on the function in 150-200 words describing all the activities that took place. You are Head boy/Head 

girl. 

 

 


