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What is a news report?

◼A report is a news article or broadcast which gives information 

about something that has just happened.



Parts of a news report

◼A headline

◼A news lead

The headline should accurately lead 

readers to what the report is about.

A lead is only one or maybe two 

sentences and summarizes the news 

story: who, what, when, where & why.

◼ The body
Write your report in third person and 

from a neutral perspective.

◼A conclusion
A summary or a reflection/comment



Tips of writing a news report

◼Make sure your story conveys information   

and not an opinion.

◼Speak in past tense when writing a news 

report.

◼Start a new paragraph whenever there is a      

new thought

◼Always include attributions.



Writing guidance



◼上周六下午，你校学生会举行了“绿色校园，我们在行
动（Green School, We Are in Action）”为主题的植树活动。
假定你是学生会主席李华，受校编辑部委托写一篇活动报
道，内容包括：

◼活动的时间、地点；

◼活动的内容；

◼活动的意义。

注意：1.词数80左右 2.可适当增加细节，以使行文连贯

◼A headline

◼A news lead 

◼A comment

◼ The body



A news lead
◼summarizes the news story: who, what, when, where & why.

Who

When

Where

What

Why

The Students’ Union

Saturday afternoon last weekOn

In the school (main roads ; playground..)

Planting trees /A tree-planting activity

To improve/ raise the awareness of…

On Saturday afternoon last week the Students’ Union held a tree-

planting activity in order to raise the awareness of protecting 

environment.



The body

◼Write your report in third person and describe the planting activity in detail. 

Who Where What did they do? How did they feel?

Teachers 

&

students

•Digging

•Planting 

•Watering 

•Participate in…

•Tired

•Delighted

•Meaningful

•…

•Along the 

main roads

•Around 

the 

playground

◼Though

◼As 

When

2:00 pm
◼Tire as they felt, …

◼Though they were,…

At 2:00 pm, the teachers and students participated in it, some 

digging, some planting and some watering.100 trees were planted 

along the main roads. Tired as they were, they smiled delightedly



The body

from all grades actively

At 2:00 pm, the teachers and students participated in it, some 

digging, some planting and some watering.100 trees were planted 

along the main roads. Tired as they were, they smiled delightedly

During the activity
Looking at lines of 

trees they had planted

polish



A comment

◼Just stick to the facts and keep the sentences concise. 

Green School, We Are in Action

awareness

unforgettable

`



◼Make sure your story conveys information   

and not an opinion.

◼Speak in past tense when writing a news 

report.



◼Write in a third person from a neutral perspective



◼Start a new paragraph whenever there is a      

new thought

◼活动的时间、地点

◼活动内容

◼活动意义

◼A news lead 

◼The body

◼A comment



◼A news lead 

◼The body

◼A comment

◼A headline



Tips of writing a news report

◼Make sure your story conveys information   

and not an opinion.

◼Speak in past tense when writing a news 

report.

◼Start a new paragraph whenever there is a      

new thought

◼Write in a third person from a neutral perspective



Neat handwriting



practice



假定你是李华，上周日学校组织全校高三师生去人民公园
进行了一次户外郊游活动，受到了大家一致好评。请你就
本次活动给校园英语报写一篇报道，内容包括：

◼活动的时间、地点；

◼活动的内容；

◼活动的意义。

注意：1.词数80左右 2.可适当增加细节，以使行文连贯
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THANKS

Cheer up

We are on the road

THANKS


