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Writing Reports
A one-day programme

Some people shudder when thinking about writing reports. Reports take time to write (time the
writer often doesn’t have); they don’t get feedbagk on how useful the report was (it seemed to go
into a black hole or became lost in the reading pile); @r they simply just don’t know how to start (so
procrastinate and put off getting it done). z

On the other hand, some people have written reports o
checking that they are writing for the needs and challenges of
has created an explosion of information sharing and now there |
than ever before. With so much to read, why should your audienc
reports stand out and appeal to the reader? ‘.
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*  Structure — does it f@2

* Beginnings, the middle,_apg § (aka introduction, body, sum
* Tappinginto the { king and logic
* Getting O it

* Execut

Part 3—-FROM WORD 1EAN

* Using words t6'Communicate what we mean by the words we write
* Tone of voice — punctuation to express meaning

* Proofreading with a different voice

“I don’t think the intelligence reports are all that hot. Some days | get more out of the New York
Times.” John F. Kennedy
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