
An equivalent course is available in Arabic. Please call us for details.

EXTRA NOTES

Writing Effective Reports

RW2 Days

TOPICS COVERED
A Structured Approach 

objective and content 

Research and Preparation

purpose

reader to read on 

Is my Writing Style Professional and Appropriate?

writing

Commonly Recognised Components of a Report

beginning, middle and end 

What will Help Support my Message?

Action Planning

OVERVIEW

others. This course will give participants the necessary skills to reduce 
the time it takes to write reports that get results.

of planning, research, structuring, writing, editing and presenting 

give participants a toolkit to use when report writing.

LEARNING OUTCOMES
By the end of this course participants will be able to:

maintains interest. 

to support their idea. 

and understand their work. 

DESIGNED FOR
Designed for individuals who need to produce effective reports and 
would like an overview of the process and skills to do so.


