
Introduction
· To protect and enhance its reputation, a business must ensure that every piece of written communication it produces creates the right impression. A well-written business report conveys its message with clarity and credibility, creating a professional impression of both the business and the products or services that it provides.

· Report Writing: The Art of Writing a Good Report delivers a straightforward, step-by-step guide to writing better business reports. It explores the importance of setting objectives, explains how to organise information and includes practical tips to make the report more readable.

· By using the techniques provided, employees will be able to write reports that are clearer, more persuasive and more professional.

Who is the course for?
· Report Writing: The Art of Writing a Good Report is a suitable starting point for anyone who may need to write a report at work, but has little or no knowledge of how to plan, structure or present a readable document.

· This course is appropriate to any business sector, there are no formal entry requirements and employees do not require any prior experience.

What will you get from this course?
When you have completed this course, you will be able to:

· Outline the six steps to successful report writing.

· Know how to plan and organise a report.

· Ensure your report delivers a compelling argument.

· Use presentation techniques to make a report look readable.

· Increase the response to a report by using a clear and concise writing style.
