Writing Reports and Proposals

This two-day workshop is intended to help you do the writing your job demands. If you are a manager at
any level in business, government, or industry, you must write reports. Whether you want to or not, you
write to explain things, to smooth relationships and to convince others of the value of some course of
action. Writing must be clear, concise, complete, and correct. It must also convey your message in a
courteous tone. The workshop will help you to identify the range of this kind of writing,
the forms it takes, and the persuasive techniques it requires.

How You Will Benefit:

To learn the value of good written communications.

To develop paragraphs that introduce, connect, develop, and conclude some part of an idea.

To prepare reports and proposals that inform, persuade, and provide information.

To learn how to proofread your work so you are confident it is clear, concise, complete, and correct.
To provide an opportunity to apply these skills in real work applications.

What You Will Cover:
Clear, concise, complete, correct

Constructing paragraphs . & B tt
Readability index a\gger e e/'»
The four stages of report writing

Planning reports: PAFEO
Editing and revising ourne
Direct vs. indirect approach

Organizational strategies
Headings and subheadings
Tables and graphs

Format for reports

Reports vs. proposals
Steps in the persuasion process

Learning Centre
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43 Spalding Dr. Unit #3
P. O. Box 25031

Let Bigger & Better Journey reveal how West Brant RPO
Training and Personal Development will Brantford, ON N3T 6K5
help YOU Change Your Quality of Life!

Email; learn@biggerandbetterjourney.ca

Web: www.biggerandbetterjourney.ca

What’s Included?
_ . Please call Jane for available course dates
e Instruction by an Expert Facilitator
e Small interactive classes
e Specialized manual and course materials 519.750.9951
e Personalized Certificate of Completion

~ Changing Your Quality of Life ~
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