
Writing a report 

Task 
Following complaints from local residents about students' cars and bikes blocking the street, the 
principal of your English school has asked you to write a report on the means of transportation 
students use to reach their classes and the effects this has on traffic circulation outside the school. 
You should make recommendations for improving the situation. 
Write your report in 280-320 words. 

 

 

 

 

 

 

 

Model 

This report presents the findings of research into the numbers of students who come to the school 
on foot, by bike, by bus and by car. It examines the impact of these different means of transportation 
on the circulation of traffic outside the college and the primary school next door. It makes three 
recommendations to improve the situation. /58 words/ 
 
 
 
 
 

 

 

 

 

 

                                              Model 

Generally speaking, there are two periods of time, morning and afternoon, when traffic is heavy 
outside the college. Traffic is heavy at these times because the time that students arrive for classes 
coincides with the time that children arrive at school and students leave college at the same time 
that workers leave their offices in the afternoon. This means that many people converge on the area 
at the same time in the mornings and evenings. /75 words/ 
 
The main area for concern is the safety of schoolchildren. The amount of traffic in the area can lead 
to cars being parked on the pavement and immediately outside the school gates. This could result in 
accidents as children try to cross the road to enter the school grounds. Another problem is that 
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residents complain that students' cars block the roads near to the college. It cannot be denied that 
too many students who live only a short distance away drive to college. Furthermore, many students 
who cycle to college leave their bikes locked to railings, in spite of the notices requesting them not to 
do this. /107 words/ 
 

 

 

 

 

 

 

 

  

 

                                                             Model 

This report makes three recommendations. Firstly, that students living close to the college shouldn't 
come by car. Secondly, that the college extend and improve the facilities for cyclists, so that bikes can 
be safely left within the college grounds. Finally, it is proposed that the college approach the council 
to request that they improve the bus service between the residential area and the college. 
Implementing these recommendations would benefit local residents and schoolchildren as well as 
college students. /78 words/ 
 
 
 
Further practice 
Your tutor has asked you to write a report on how students spend their leisure time. 
Your report should focus on entertainment, sport, hobbies and socialising, the time 
individuals spend on each and the benefits they receive from such activities. 
Write your report in 280-320 words. 
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