
Features of a  
Non-chronological Report

LEARN AT



Topic title 
covering the whole subject

Introductory paragraph 
who?/ what?/ where? (overview)



Paragraphs 
grouping separate pieces of information



Possible  
grouping separate idea of information further into categories

sub-headings 



Possible                              and/ or  
could be used for some information

fact boxes bullet point lists



Possible pictures and/ or diagrams



Factual language

Present tense

Technical language

Third person
(possibly explained in a glossary)

(formal tone)



Summary paragraph 



Features of a  
Non-chronological Report (summary)

NON-CHRONOLOGICAL REPORT 
CHECKLIST
Does my report have….?

Topic title: covering the whole subject 

Introductory paragraph: overview: who? 
what? where? 

Paragraphs: grouping separate ideas or 
information

Sub-headings: used for each category 

Fact boxes or bullet point lists: could be 
used for some information 

Factual language: used in reports

Present tense: verbs used in reports 

Glossary: explaining technical language

Third person: making it impersonal

Formal tone: used in non-chronological 
reports

Summary paragraph: a summary 
conclusion

Topic title – covering the whole subject 

Introductory paragraph – giving an overview: who? 
what? where? 

Paragraphs - grouping separate ideas or information

Sub-headings: used for each category 

Possible fact boxes or bullet point lists: could be used 
for some information 

Possible pictures and or diagrams

Factual language: used in reports

Present tense verbs used in reports (unless it is a 
historical report then it would be past tense)

Technical Language: could be explained in a glossary

Third person: making it impersonal

Formal tone: used in non-chronological reports


