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“Mapped” Checklist for Writing Report 

1. Who is it for? (audience)  

_____________________________________ . 

2. What is it about? (purpose)  

        _____________________________________ .  

3. Title  

         _____________________________________ .    

4. Summary 

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ .

  

5. Introduction    

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ . 

6. Topic sentences 

1.________________________________________________________________

_________________________________________________________________ .  

2.________________________________________________________________

_________________________________________________________________ . 
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3.________________________________________________________________

_________________________________________________________________ . 

7. Conclusion  

______________________________________________________________________

______________________________________________________________________

_____________________________________________________________________ . 

 8. Recommendations 

9. Appendix 
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