ENG 3123, Assignment #5:  Informal Report
Due: The next afternoon class (Week 15)
Based on Exercise 6.1 on pages 129-130 of the textbook. 
Write an Incident Report to the Annette Delorme, the owner/manager of Delmar Home Services Limited describing the incident that occurred when you visited Mr. Oliver Hamel.
The date of the incident was December 5. You write the incident report on the day of the incident.

Make sure you have a relevant Subject line and that it is separate from the body of report

We went over/will go over this incident in the morning class this week so no outline is being supplied for this assignment. Work from your notes and/or the exercise itself.
Use Assignment Formatting:

· Should be typed, single-spaced

· In the top, right corner include your name, under that your student number and under that your class
· There should be a blank line before and after the assignment title which should be centered.

· The assignment title should include the number of the assignment on the left of a colon and the title of the assignment on the right.

· Left-justify (左对齐) the text (even on the left, ragged on the right)
Use the headings from the letter-style report in the “Parts of a Letter-style Business Report ” section (部分) (p. 2) of our Business Reports handout (From, To, Date and Subject lines)
For the body of the report use the Incident Report writing plan (outline) found on page 109 of the textbook 







