Writing at Talking People http://www.talkingpeople.net/

Reports, Accident Reports
Notes by michelle 

A Report is a Descriptive Text. Descriptive Texts are about information on OBJECTS themselves (people, things, landscapes…). A description can be external (picture the whole and then move onto the different parts), functional (picture the instruments and/or parts and describe their function), or psychological (the feeling the object described produces in the writer).

Structure: marked by your point of view, which means you have to think about the structure of your descriptive text. How are you going to organize it? Around the physical? (from top to bottom?, left to right?, general to particular?, the other way round?), in a thematic kind of organization?, chronologically?... Chronologically is the savest option, supposing it’s appropriate to your task.


Language: lots of adjectives (use –ing/-ed adjectives too) and stative verbs (i.e. verbs indicating states, like look, seem, be...) and verbs of movement (crashed, skidded, veered...
Consolidation: Compare Reports with Proposals, in terms of purpose, then textual structure, then in terms of language material (tenses, modals).

When writing a report, we need to meet three essential aims. That our report can 

· be read without unnecessary delay 

· be understood without undue effort 

· and be accepted as relevant information

What points should I bear in mind? 

Remember you should present relevant facts accurately and in a way that is both acceptable and intelligible to its readers. In other words, your piece should have a beginning, a middle and an end and to the point information, and avoid value judgments (US) / judgements (UK). Don’t beat around the bush. Be matter-of-fact and to the point. Don’t be literary (no past continuous as in descriptions to create a mood – just past continuous in combination with past simple if relevant for the occurrence of events).

What would be a suitable format? 

If you have no formal report form, you should use headings, so the information can be scanned more easily when the report is checked/read. 

Example of headings:

[No heading for this: Introduction – info so we know where we are]

The Accident / The Events

The People Involved

The Personal Injuries
The Damages (could be included in previous point “Injuries and Damages”)

[Opinion (if you have something relevant to say only!)]

[No heading really necessary, just leave a space: Contact Info]

Useful Questions to gather your information:

What was the accident? 

Where and when did it occur? 

Who was involved? 

Was any injury sustained? If so, what was it? 

Who reported the accident? 

What emergency medical services where involved? What medical treatment was applied - when and by whom? (ambulance and paramedics, injured person was carried off on a stretcher)

(Your guess…?)

What caused the accident? 

What has been done to correct the trouble? 

What recommendations do you have to avoid a recurrence? 

Example of structure

Reporting a car crash, a car accident, a traffic accident

If you have witnessed a traffic accident, you may be asked to write a report of what happened. 


Title: Report of ... by ... (witness)

Intro: Explain what you are going to do and why.

Body: (Chronological order) Narrate the events in order, describing what happened and who was involved (brief description of their looks, too, or something which helps people identify protagonists). Try to be most objective, but you can add things like "She looked really nervous", "We were very confused", this is, little objective-like interpretations.

(Some people like offering their own assessment or interpretation of the events, if you want to do that, do it here, after having described things objectively.)

Ending: a "If you need further information I can be reached at..." kind of brief parragraph (a sentence or two).

Signature
Place (city, country) and Date (in an English style!!! not in the Spanish style!)
Useful language -  imagine we’re writing a report on a car accident for the Police

Collect useful language by reading on Traffic Accidents or Crashes: reports, statistics, encyclopedia entries, stories told by people…

From stories …

Paramedics (people coming in the ambulance)
The stretcher (where you stretch! hahah - camilla)

(Property) damage - the car was badly damaged

(Bodily) injury, (property cannot be "injured") - injured people - 4 people injured (result; that's why "injured" doesn't come before "people")

Harm – Daño. Wound - Wounded - más que ver con las heridas concretas. A wound = una herida. Don't scratch it!
1. Nobody was harmed
2. Nobody was injured
3. Nobody was wounded
Bleeding from - her head / his left arm

Hit the car on the... driver’s side/ left-hand side/ crossing
Hit the car in the... rear/ front/ side

In the center lane / In the fast lane / In the left-most lane / In the lane next to me/us/the boy on the motorbike ……causing minor/great damage…
people gathered at the scene to see…/and rushed the injured to a nearby hospital

the woman in white
the girl in the red car
the two boys on the moped
the man in the blue raincoat
the police officer with sunglasses
the baby with curly blond hair
(From that moment on) Things happened very quickly, so it was hard to get the details. I regret to say I didn't manage to see the licence plate of the hit-and-run vehicle.
Things happened so fast!
(The) Events developed very quickly
It was all very confusing
Once one of the cars caught fire, things happened very quickly. People were shouting and there was a lot of smoke
There were two crashed vehicles

There was a woman standing next to… / in front of (delante) / opposite (en frente de) …
the ambulance arrived
When the ambulance got there
skid (sideways), slip - because of the rain, the car skidded sideways and then crashed into a tree
Once the ambulance got to the scene...
When the police showed up, most of the people involved had already left.

From reports and encyclopedias, etc.

Key Verbs: skid, veer, brake, crash, smash, collide. Other: to t-bone (another vehicle)…

The police officer indicated we should pull over. 

… pulled over to the right

We slowed down before making the turn

As the vehicle was coming out of a turn…

People just slam on the breaks in any situation…

I braked to avoid hitting the car in front of me, but…

side collision, rear impact. Crash, car wreck / shipwreck – ATTENTION: a reckless driver, driver error, intoxication and other human factors (amount to a 93% of crashes – 1985, US, UK); weather conditions, road conditions, low-visibility conditions, multi-vehicle collision (a pile-up), a roll(-)overs, a head-on collision, collisions with pedestrians, cyclists, motorists… Severe wounds, a severe crash – the crash outcome: causing the death or the injury of, and whichever damages (to objects). Lanes, use your turn signal to indicate any lane changes, roundabout, traffic lights, Crimes: speeding, speed limit, old age, fatigue, alcohol-related crashes, bumpers, fenders, steering wheel, back window, rear window, emergency number (911 in the USA)

Check out the TP Forums for “Reports on Traffic Accidents” (at the Textual Structure and Useful Language forums) for more on possible structure and useful language!

http://www.talkingpeople.net/tp/forum/viewthread.php?tid=243

