
Introduction

· Project reports are an excellent way to communicate information to others without the need for meetings. If you are required to explain your work to others in this way, robust writing skills are vital. Whatever the purpose of a report, it is crucial that its contents are accurate, clear and credible.
· Producing Project Reports is an introductory course for anyone involved in the report-writing process. Employees will gain the confidence to plan well-written reports. And the business will benefit from clear, concise documents which will be read and understood – improving communication and saving valuable time.

Who is the course for?
· Producing Project Reports is for people who are likely to become line managers. It is also suitable for those who are already in post, but have had little or no formal training and limited work experience. There are no formal entry requirements and the easy to follow, step-by-step format of this course means participants can work at their own pace, making it ideal for anyone new to the subject.

What will you get from this course?

When you have completed this course, you will be able to understand how to:

· Identify what to include in reports

· Gather the necessary information

· Structure reports effectively

· Communicate numerical information clearly

· Include visual material to create a greater impact.
