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Universe of Learning Ltd, United Kingdom, 2010. Paperback.
Book Condition: New. 234 x 193 mm. Language: English . Brand
New Book. Report Writing Skills Training Course How to write a
report and executive summary, and plan, design and present
your report. An easy format for writing business reports. Lots
of exercises and free downloadable workbook from This book
makes report writing a step by step process for you to follow
every time you have a report to write. Margaret s
understanding of how people read and remember gives a
unique view of the process of report writing. This book brings
you her tried and tested training techniques to make planning,
writing and presenting a report straight forward. It s all about
the reader. How to set objectives using 8 simple questions.
Exercises to help you enhance your skills. Easy to follow flow
chart giving a step by step method for writing the report. Fun
to use planning tools. Free downloadable workbook available
from What is an executive summary and how to write one.
Types of reports and how to structure them. How to layout the
report. Help people remember what they read. About the
author - Dr Margaret Greenhall As...
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Reviews

It is great and fantastic. Better then never, though i am quite late in start reading this one. Your life period will likely be
transform once you comprehensive reading this book.
-- B la nca  Da vis     

An extremely wonderful book with lucid and perfect information. It is one of the most awesome publication i have
read. Your life period will probably be enhance the instant you total looking at this pdf.
-- Pr of . Da n Windler  MD       
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