
 Notes on improvement needed Actions to be taken Resources/support needed By when? 

Identifying aims  
 
 
 

   

Identifying readers’ needs  
 
 
 

   

Planning (tasks, time and resources)  
 
 
 

   

Structuring the report  
 
 
 

   

Gathering information  
 
 
 

   

Criticising/evaluating  
 
 
 
 

   



Presenting the report  
 
 
 

   

Using images/visuals  
 
 
 

   

Signposting  
 
 
 

   

Editing  
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