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ENGLISH HELPSHEET 
REPORT WRITING - USEFUL LANGUAGE 
 

Introduction The main purpose/principal aim (of this report) is to… 

(This report) is intended to… 

(This report) describes /discusses /provides /outlines /looks 
at…   

Generalising In the main… /In general… /On the whole… /It seems that 
everyone…  

Contextualising & 
Talking about specifics 

This report is based on/draws on…  

According to…  

Recently… /In recent days… 

At present… 

(This year) it was decided that… 

(Studies…) were carried out… 

It might well be that… but… 

Citing The author states / claims / asserts / argues that… 

The author’s argument / claim / point is that…  

Critiquing A weakness of the author’s argument lies in her assertion 
that… 

In contrast with the author’s view we would argue that… 

Concluding & making 
recommendations 

To sum up… / To summarise… 

In short… / In conclusion… 

In the light of (this recent research…), … 

In the light of the above, … 

In my view, in future, we should… 

It is recommended that… 

My recommendations/ conclusions are as follows: …  

In the short/long term, we suggest you should consider… 

As next steps we therefore recommend…  

Contrast However, this does not necessarily mean that… 

On the other hand, it is true that… 

While these results may appear to… 

Although / Even though it is not completely clear from… 

Last year's results were acceptable, whereas this year's will be a 
catastrophe.  

Despite / In spite of our best efforts, we were not able to… 

This year's low yield was not unexpected. Nevertheless, it is 
problematic. 

The author’s conclusion is very surprising, yet it is compelling.  

Cause and effect This has been mainly due to… 

Consequently, additional data was obtained which showed that… 

As a result (of this) / Consequently, it has not been possible to… 

The price of oil soared, thus increasing the price of energy in 
general. 

Therefore, it was decided to postpone the renovation to better 
times.  

Given the recent events, … 
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Since the results were disappointing, the board decided to take 
action. 

The price of rice soared on account of / owing to the prolonged 
drought which caused the crops to fail. 

Aim/purpose The best thing to do is to stop production so as to minimise loss.  

We studied the data in order to understand the cause of the 
problem. 

The experiment was stopped so as not to cause any further 
damage. 

Following on to the next 
point  

Moreover, in this particular case… 

In addition (to this), the survey included… 

Furthermore, we would advise that this would provide an 
opportunity to… 

Besides, the problem lies elsewhere.  

Adding up We will have to restructure as well as cut costs.  

Together with / Along with these measures, we advise… 

Giving examples …for example… / …for instance… / … e.g. … 

Making references There are two parts to this problem: training and personality. The 
former is easy to improve, the latter is quite hard to change. 

… the one / the ones… 

Sequence First…    Next… 

Lastly…/Finally… 

Similarity likewise,… /similarly, … / in the same way, … / equally,… 

Explicative Some groups, namely students and teachers, had a different 
opinion. 

The highest-scoring subjects, i.e. subjects who obtained a score 
equal to or above 9, have … 

in other words, that is to say… 

Condition Unless the authors of the study can prove the reliability of its data, it 
will not be published.  

Whether or not a risk is acceptable depends on the probability of… 

Other scientist did not know whether / if this problem could be 
avoided. 

The laboratory can repair the mistake provided/providing (that) 
immediate actions are taken.  

 


