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<€IReport Writing

Making Sure Your Message is Understood

The art of writing reports is essential to ensure that the message conveyed is the message that is received.

Benefits
This course is designed for individuals who need to produce reports. Participants will:
¢ [dentify their strengths and weaknesses when writing reports

¢ | earn techniques to improve the structure, tone, clarity and conciseness of a report
¢ Understand how to target a report for maximum impact

Content

This course is highly practical and will focus on how to target a report for a specific audience.

Techniques will be demonstrated and practiced to ensure that the report is structured so that it is easy to read
and understand.

Use of additional techniques to draft and edit a report will be explored as will the use of graphs and diagrams
to add impact to a report.
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