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Writing Reports 
1. What are the two types of abstracts and what does each include? 

______________________________________________________________________________ 

______________________________________________________________________________ 

2. Which can serve as a substitute for the actual report? Why? 

______________________________________________________________________________ 

______________________________________________________________________________ 

3. The abstract is one of the most important parts of a report. Why? 

______________________________________________________________________________ 

______________________________________________________________________________ 

4. What goes in a summary? 

______________________________________________________________________________ 

______________________________________________________________________________ 

5. Describe the relationship between discussion, recommendation, and 
conclusions. 

______________________________________________________________________________ 

______________________________________________________________________________ 

6. What is included in the discussion portion of a report? 

______________________________________________________________________________ 

______________________________________________________________________________ 


