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“"The purpose of this report is
to- . -II
"It was found that..."

"It is recommended that..."

Findings, data, feedback,

evaluation, recommendation.

"“"The bottom line is..." (the
main point or conclusion).
"Paint a clear picture”

(describe something clearly).
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factual .

Style: Structured
with headings and
bullet points where

necessary.

Coherence: Clear
sections for
purpose, findings,

and recommendations.

Accuracy: Objective
language with
correct use of

passive voice and
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