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Written Communication

Report & Essay Writing



What is Report Writing?
• These are the factual description 

of the events.

• Report should always be written in 

past tense.

Two types of Reports
• Newspaper Report

• Magazine/ Institutional  Report



Format for Newspaper Report

• Heading

• By Line/Date & Place

• Opening Paragraph

• Account of the Events

• Conclusion



Newspaper Report

Important Points For News Paper Report Writing 

• Catchy Head Line/Title (Passive Construction)

• Place & Date line

• What

• Where          Opening Paragraph/ Intro

• When

• How             Account of the detail

• Conclusion
For Example: Write a newspaper report on tree plantation 

programme which is held in your college.



Tree Plantation Programme Held 

Akola, Aug. 16th (District Correspondence)

Tree plantation programme was organized by R. D. G.

college, Akola on the occasion of Independence Day. The college

had invited Dr. Abhishek Mishra, the district forest officer, as the

chief guest. The vice-principal of the college presided the

programme. The programme started accurately on scheduled time.

The tree plantation programme was inaugurated by the

chief guest. The principal introduced the president and the chief

guest and all other honourable guests briefly. All of them were

felicitated with bouquets.



Then the honourable chief guest asked students to plant more and more

trees to save the environment from pollution. He also said that the students of R.

D. G. college should be praised for undertaking such programme of tree

plantation. Then the principal directly challenged the students and the youth to

participate in this programme in maximum numbers. Because the youth and the

students are not only the pillars of the nation but also the protectors of the

environment.

On this occasion a number of saplings were planted at the hands of the

chief guests, the principal and the staff of the college. Numbers of saplings were

distributed among students to plant them along the road. A large number of

students attended and participated in the tree plantation programme. Students had

not only planted the trees but also they promised to tend them.

At last the president took the review of the whole programme in his

speech and stressed the need to plant more and more trees for saving the

environment from pollution. All the participants were praised by the honourable

guests, the principal and the college. Lastly, the programme concluded with vote

of thanks.



Essay Writing



Important Points For Essay Writing

• Introduction (Hook/Make it catchy)

• Body (Crux of Essay)

• Conclusion (Summaries it)

• Types of Essay: 

• Descriptive: Mention Place, object, memory and make it live

• Narrative: First person, narrate incident or story

• Expository: (vivaran)Based on facts, statistic & examples

• Persuasive/Argumentative: Both side argument 

should present



Important Points For Essay Writing

• Essays are very important for all types of 

exams.

• Why?

• To know your thought process & writing 

ability

• Be concise

• Be specific

• Don’t beat about the bush (focus on topic)

• Be crisp and avoid elongated sentences



Important Points For Essay Writing

• Like a MADMAN search for ideas on 

given topic/ mull over the topic

• Brainstorm at least 4-5 important points

• Make a mind draft ideas

• For Example: Empowerment of Women



Empowerment of Women

What

Independent 

Equal Status

Reality

Child Marriage

Sexual Exploitation

Female Feticide

Facts

John Stuart 

Mill: The 

subjugation 

of Women

FutureEnemies

Patriarchy

Mindset of 

the society



Students and Social Service 
OR 

Students: The Builder of the Nation

Introduction: Aristotle once said that “man is a social animal”. He must work for the betterment of
his surroundings. Students must be aware of this fact. It is the duty of the every student to strengthen
and improve the social structure. Of course, their primary duty is to study but they have a plenty of
spare time to do some social service. They can work selflessly so they are most suited for social
service. Social service is a very good quality with the life of students. But each and every student
should culture this habit. A social servant is welcomed everywhere. Because he is the most useful
member of the society. He knows his duty to his society.

Why students should do social service: Students live in the society. They learn speech, manners
and philosophy in the society. They work and move in the society. They earn their livelihood in the
society. Society gives protection to their life and property. So, every student should serve the society
to the best of his capacity.

Field for social service: There is a large field for social service for the students. They can serve the
society to their heart's content. They can help the poor, the needy, the crippled and the handicapped.
This is social service. They can teach reading and writing to the illiterate people. They can try to
bring about prohibition. They can educate the public to cast off their superstitions and blind faiths.
They can try to remove untouchability. These are all social services. They should not do what will
harm our neighbors. They should not do what will harm our society. They should not make the
public road or public place dirty. They should get themselves vaccinated and they should advise
other people to do the same thing for themselves. They should put out the house-fire, rescue the
drowning man and carry the sick or the wounded to the hospital. These are all social service. To
enlighten the farmers about the modern method of farming is a social service. So, any work that is
beneficial and useful for the society is social service. Such kind of the social services should be
adopted by the students for the betterment of the society and nation.



Conti…
 Conclusion: Social service is no doubt, a very good quality. By social

service students directly help the society, but indirectly they help themselves

also. The well-being of the society means the well-being or its individual

members. Students are too, some of these members. Hence, they are also

benefited. However, students should not think of social service, because it is

a virtue, a good quality and a socially useful activity. Of course, the social

work of students can create the wonders. They are the future and pillars of

our nation. They are also the moulder and builder of the nation.



Have a Nice Day To All of You

Thank You


