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Read about reports.

In work situations, employees may go to see a lecture or a 

presentation on a relevant topic. Sometimes the employee is 

asked to prepare a report to share with other colleagues. The 

report should summarize the important information and include 

any “takeaways” or action items: ideas that can be put to use in 

the employee’s workplace.



Have Ss skim the text again and do the task. Then check the answers in class.

Read the report. What takeaways did Kate include?



Have Ss scan the text again and do the task. Then check the answers in class.



Teach the writing skill and have the Ss do the task in class.



Writing input
Imagine you watched a presentation about Solar for All, a company that 

provides affordable solar panels to low-income communities. 



Writing output

Using the information above, write an overview. Try to keep the section to 1-2 sentences.



Writing output

Using the information above, write a summary. Try to keep the section to 1-2 sentences.



Writing output

Using the information above, write about the takeaways. Try to keep the section to 1-2 sentences.



Write a first draft of a report. Remember to omit 

unnecessary information. Use the report in 1B as a 

model.

Read the directions aloud. Then have Ss complete the task as homework.


