TASK 1: Find the words and phrases below used in the sample reports, and translate 
into your own languages.

Report 1

	A report about ...
	
	Further background information
	

	Tasks I am working on
	
	Is linked to
	

	The outcomes of the report 
	
	Following on from this
	

	This report is for
	
	In conclusion
	

	Contents page
	
	The final report will be ready in …
	

	 A first draft
	
	The project has been making good progress
	

	 Aims to
	
	Anticipated problems
	

	Supplementary materials
	
	Attached to the report
	



Report 2 

	Request a report
	

	Details of project progress
	

	Intial difficulties
	

	The project is chugging along
	

	To be 7 weeks behind
	

	The test phases
	

	The first objective has been completed
	

	To delay the process
	

	Extensive research
	

	Remaining tasks
	

	Suggestions and reservations
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