Talk about an event
That's a great question! Writing about an event, whether it's for a news article, a blog post, a
formal report, or just a personal reflection, requires organizing your information clearly.
Here is a comprehensive guide on how to write effectively about an event, broken down into key
steps and essential elements.
/" Event Writing Guide
The approach you take depends on your purpose and audience. For a general approach (like a
news report or summary), focus on the 5 W's and 1 H: Who, What, Where, When, Why, and
How.
Step 1: Pre-Writing & Gathering Information
Before you write, make sure you have all the necessary details.
The 5W's & 1 H:
What happened? (The main event, activities, results)
Who was involved? (Organizers, speakers, attendees, key figures)
When did it happen? (Date, time, duration)
Where did it take place? (Venue, city, specific location)
Why did it happen? (The goal, purpose, or context of the event)
How did it unfold? (The sequence of activities, the execution)
Supporting Material:
Gather quotes from attendees, organizers, or speakers.
Collect statistics (attendance numbers, funds raised, results).
Note the mood and atmosphere (e.g., energetic, somber, celebratory).
Review any photos or videos you plan to include.
Step 2: Structure Your Writing
A well-structured piece is easy for the reader to follow.
1. The Headline/Title
Goal: Capture attention and summarize the event.
Tip: Be specific and use action verbs (e.g., "Tech Summit Draws Record Crowd, Discusses Al
Ethics").
2. The Introduction (The Lead/Lede) ¢
Goal: Immediately grab the reader's attention and cover the most critical details.
Content: This section must answer the majority of the 5 W's in one or two compelling
paragraphs. State the most important outcome or highlight right away.
3. The Body Paragraphs @
Goal: Provide the details, context, and narrative flow.
Chronological Flow: Describe the event in the order it happened (e.g., opening remarks, main
activities, concluding statements).
Thematic Flow (For complex events): Group information by topic or speaker, rather than strictly
by time.
Key Details: Elaborate on the How and Why. Include quotes, descriptions of the main activities,
and any significant challenges or successes.
Anecdotes: Use a short story or specific memorable moment to illustrate the event's overall
tone.
4. The Conclusion &

-



Goal: Summarize the event's impact and look toward the future.

Content:

Reiterate the significance or takeaway of the event.

Mention any future plans or next steps announced by the organizers.

Offer a final, powerful quote or a strong concluding thought about the event's lasting effect.
Step 3: Polish and Review

Review for Accuracy: Double-check all names, dates, times, and statistics. Incorrect facts
undermine credibility.

Check the Tone: Ensure the tone matches the event (e.g., celebratory for a gala, serious for a
policy discussion).

Vary Sentence Structure: Mix long, descriptive sentences with short, impactful ones to maintain
reader interest.

Use Descriptive Language: Instead of saying "The food was good," say "The aroma of spices
filled the hall as guests sampled the gourmet catering."

¢ Types of Event Writing
Type Main Goal Focus
News Report Inform the public; be The key outcomes, quotes
objective. from key figures, and the 5
W's.
Blog Post/Review Share an experience; be Your personal experience,
engaging. the atmosphere, highlights,
and strong opinions.
Formal Report Document the results; be Detailed statistics, objectives

comprehensive. vs. outcomes, budget, and
lessons learned.

Type Main Goal Focus



News Report

Blog Post/Review

Formal Report

Inform the public; be
objective.

Share an experience; be
engaging.

Document the results; be
comprehensive.

The key outcomes, quotes
from key figures, and the 5
W's.

Your personal experience,
the atmosphere, highlights,
and strong opinions.

Detailed statistics, objectives
vs. outcomes, budget, and
lessons learned.

The correct way to say this is:
"Here are your marks."
Why the change?

In English, when we start a
sentence with "Here" or
"There" to point something
out, we usually swap the
subject and the verb (this is
called inversion).

* Incorrect: "Here there are
your marks." (This uses
"there" unnecessarily and
keeps the standard
subject-verb order).

* Correct: "Here (verb)
(subject)." \rightarrow "Here
are your marks."

Other Common Alternatives

Depending on the situation,
you might also say:



* "Here you go." (Very
common when handing a
paper to someone).

* "These are your marks."
(Direct and clear).

*"Your marks are here."
(Standard subject-verb
order).
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