
 3 & 4:  Report
Take Notes by Answering Questions Over Given Material

Overview of Informative Report

You will learn how to write a report in this longer lesson. This is a longer lesson because it is a 
“research” project. 

This means that you are going to research from paragraphs that are given to you. 

You will take notes from those paragraphs using a Question and Answer Outline. Then you will 
write a report from your outline.

Don’t worry! I will help you learn how to write a report every step of the way!

TOPIC OF REPORT
You will write an informative report about 
a .  

NUMBER OF PARAGRAPHS IN
THE BODY OF YOUR REPORT

Basic students will write  paragraph
for the body.
Extension students will write  para-
graphs for the body.

III. SENTENCES PER PARAGRAPH
A. Basic students will write 4-6 sen-

tences per paragraph.
B. Extension students will write 5-7

sentences per paragraph.

IV. OPENING PARAGRAPH
Students will not write an Opening
Paragraph.

V. CLOSING PARAGRAPH
Students will not write a Closing
Paragraph

VI. ADDITIONAL SKILLS
A. Researching
B. Question and Answer Outline
C. Checklist Challenge Coding

Note: This Overview Box, which is provided at the beginning of each assignment, is 
here to give students (and teachers) an at-a-glance look at the entire composition 
project. Each step of each lesson is assigned and detailed throughout the week(s).
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Lesson A. Reading and Study Skills: Read About 
<> A. Read the paragraphs about different  aloud to your teacher or someone else.

 1: Tree

          
      

       
        

       
        

         
 

 2: Lights

 
       

       
      

 
       

       
         

      

3: Wreaths

        
      

      
 
 

          
      
         

 4: Stockings

      
 

        
       
       

    
        

     

 5: Nativity
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Lesson B. Prewriting: Writing Notes that Become Sentences
(1) When you are older and you write essays, reports, letters, and stories, you will often take notes from a

book or write down some notes that you want to remember to use in your writing.

(2) This is a good skill to have—and you will start learning little bits of it throughout this book.

(3) Your parents do this all the time!

(4) For example, when your dad takes a phone message for your mom, he might write

DD. call back after 5 Tues—Sarah at 475-9888 about shower.

(5) Those are notes!

(6) Your dad could have written the following down for your mom:

Donna needs to make a call on Tuesday after five o’clock to Sarah. Sarah’s 
number is 475-9888. She wants to talk about the shower.

(7) But instead your dad took notes!

(8) And your mom knows how to read your dad’s notes!

(9) It is the same way when you jot down things you want to write later.

(10) The reason you take notes is because you do not have time to write down everything right now.

(11) But you do want to remember the information.

(12) So instead of writing down full sentences now, you just write down notes.

<> B. Write down notes that answer the questions listed below with your teacher’s help following these 
steps. 

  that you would like to write about from Lesson A
; Extension--  ).  

   
Just  sentences later, such

or a few words. 
 

 on the line provided. 
 for the  you chose.  

Repeat these steps for  .
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Question and Answer Outline Box Your First Choice

Question Outline

What is the name of the ? ______________________________________________________

What is the type of  (highlight or circle one)

 and/or  developed  ________________________________________________________
____________________________________________________________________________________

 What is interesting about this  or what is it known for? ________________________________

____________________________________________________________________________________

 Another interesting fact about this decoration: _______________________________________________
____________________________________________________________________________________

 Notes from last line of paragraph (if not already used): _________________________________________
____________________________________________________________________________________
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Question and Answer Outline Box--Your Second  Choice

Question Outline

What is the name of the ? ______________________________________________________

What is the type of  (highlight or circle one)

 and/or  developed  ________________________________________________________
____________________________________________________________________________________

What is interesting about this  or what is it known for? ________________________________

____________________________________________________________________________________

Another interesting fact about this : _______________________________________________
____________________________________________________________________________________

Notes from last line of paragraph (if not already used): _________________________________________
____________________________________________________________________________________
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Question and Answer Outline Box--Your Third  Choice

Question Outline

What is the name of the ? ______________________________________________________

What is the type of  (highlight or circle one)

 and/or  developed  ________________________________________________________
____________________________________________________________________________________

What is interesting about this  or what is it known for? ________________________________

____________________________________________________________________________________

Another interesting fact about this : _______________________________________________
____________________________________________________________________________________

Notes from last line of paragraph (if not already used): _________________________________________
____________________________________________________________________________________
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Lesson C. Composition: Writing Sentences From Notes

(1) In the last lesson, you learned to write notes from information.

(2) You did this by answering questions.

(3) This is a good way to take notes from a book.

(4) Today you will learn how to make notes into sentences.

<> C. Look back in your answers from the last lesson and write  paragraphs following 
these steps:

 

 Then  and say it aloud.

 If you and your teacher agree that it answers the question, makes sense, and is a complete

sentence,  (or key it on the computer).

 Continue this for all of the sentences in your paragraph.

 Repeat the steps 
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Paragraph 1:____________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________
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Paragraph 2:____________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________
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Paragraph :____________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________
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Lesson D. Composition and Revising: Learning the Checklist 
Challenge (CC)

(1) Hopefully you know what a sentence must contain.

(2) You can learn this with CAVES—the five parts of a sentence.

(3) This week you will work on being sure that the sentences you and your teacher wrote are really
sentences according to CAVES.

(4) You have probably learned about synonyms.

(5) Did you remember that synonyms are words that mean the same or almost the same?

(6) Do you know this trick--
• Capital at beginning
• All make sense
• Verb
• End mark
• Subject

<> D-1. Read the Checklist Challenge item below with your teacher.

Check every sentence in one paragraph (or more, according to the check boxes) to make    
sure that each one is a complete sentence--CAVES:

• Capital at beginning
• All make sense
• Verb
• End mark
• Subject

<> D-2. Flip back over to Lesson C of this week and use the sentences you wrote there in one para-
graph to do the following:

(1) Check the first one for all five parts of the CAVES list that are listed in the CC item above:
C apital letter
A ll makes sense
V erb
E nd mark
S ubject

(2) Put a check in the first check box when you are finished with the first sentence.

(3) Do the same thing for the sentences in Paragraph Two.

All All
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<> D-3. Read the Checklist Challenge item below with your teacher.

Choose a word (or forms of a word) that you used more than one time within each paragraph. 
If the word sounds redundant, change that word, at least once, to a word with a similar 
meaning. If you do not have any redundancy, just highlight the check box(es) as directed by 
your teacher.
Examples:

• If joyful is redundant, substitute elated the next time.
• If drove is redundant, substitute careened the next time.
• If answered is redundant. substitute retorted the next time.

Do not change insignificant words such as was, it, and, etc. 

 This item is one that uses synonyms—words that mean the same.

 When you write about something in a report—like a —you will use the word decoration 
over and over again.

 Sometimes it gets boring to read the same word over and over again.

 Because of this, the CC will teach you how to put in more interesting words when needed.

<> D-4. Choose one word that you could put in place of the word from the Synonym 
Similar Word Box in one of the sentences below and copy the new sentence with your  

words in place of .

Synonym or Similar Word Box

   

 

All
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________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

(8) Now you know how to do two CC items really well!

(9) You are becoming a great writer!

Lesson E. : 

<> E. 
 
 
 
 

the  
 

LFAM

Note: Notice that after several tasks of the Checklist Challenge, the items start to contain  
words like “If you have already done this, highlight the word or sentence in your paper  
and highlight the check box(es) as directed by your teacher.” When you start to see  
these words, you may just locate the items in your paper and code them for your teacher  
rather than adding more of them. Be sure you code the items in your paper and in the  
task list of the CC Chart.
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