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The professional's quick-reference handbook for writing business and technical
reports

Professionalsin business, government, and technical fields often need help in
organizing and writing reports for associates, clients, and managers. Thissimple
tutorial handbook offers expert tips and useful ideas for organizing ideas,
structuring reports, and adding spice to technical papers.

Writing Reports to Get Results offers in-depth guidance for writing:

* short, informal reports, such as job progress reports and inspection reports

* semiformal reports, such as laboratory and medium-length investigation and
evaluation reports

* formal reports, such as analytical and feasibility studies and major
investigations

* technical and business proposals of varying complexity

The authors use a simple pyramid method to help writers organize their
information into the most convenient and simplest structure for any type of
document-from single-page proposals to full-length presentations. Rounding out
this easy, instructional handbook are helpful tips on a number of other topics,
such as: constructing reference lists and bibliographies; the use of humbers,
abbreviations, and metric symbols; preparing illustrations for insertion into a
report; and working collaboratively as a member of awriting team.
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The professional's quick-reference handbook for writing business and technical reports

Professionalsin business, government, and technical fields often need help in organizing and writing reports
for associates, clients, and managers. This simple tutorial handbook offers expert tips and useful ideas for
organizing ideas, structuring reports, and adding spice to technical papers.

Writing Reports to Get Results offersin-depth guidance for writing:

* short, informal reports, such as job progress reports and inspection reports

* semiformal reports, such as laboratory and medium-length investigation and evaluation reports

* formal reports, such as analytical and feasibility studies and major investigations

* technical and business proposals of varying complexity

The authors use a simple pyramid method to help writers organize their information into the most convenient
and simplest structure for any type of document-from single-page proposals to full-length presentations.
Rounding out this easy, instructional handbook are helpful tips on a number of other topics, such as.
constructing reference lists and bibliographies; the use of numbers, abbreviations, and metric symbols;
preparing illustrations for insertion into a report; and working collaboratively as a member of awriting team.
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Editorial Review

Review

"...designed for people who work in a business or technical environment and have to write reports...plans are
designed to assist managers, business administrators, researchers, supervisors, scientists, and studentsin
writing more readily and...easily.” (Clinical Leadership & Management Review, January/February 2002)

From the Back Cover
The professional's quick-reference handbook for writing business and technical reports

Professional s in business, government, and technical fields often need help in organizing and writing reports
for associates, clients, and managers. This simple tutorial handbook offers expert tips and useful ideas for
organizing ideas, structuring reports, and adding spice to technical papers.

Writing Reports to Get Results offers in-depth guidance for writing:

* short, informal reports, such as job progress reports and inspection reports

* semiformal reports, such as laboratory and medium-length investigation and evaluation reports
* formal reports, such as analytical and feasibility studies and major investigations

* technical and business proposals of varying complexity

The authors use a simple pyramid method to help writers organize their information into the most convenient
and simplest structure for any type of document-from single-page proposals to full-length presentations.
Rounding out this easy, instructional handbook are helpful tips on a number of other topics, such as:
constructing reference lists and bibliographies; the use of numbers, abbreviations, and metric symbols;
preparing illustrations for insertion into a report; and working collaboratively as a member of awriting team.

About the Author

RON BLICQ and LISA MORETTO are Senior Consultants with RGI International Inc., a consulting firm
speciaizing in oral and written communication skills. They travel all over the world teaching the techniques
presented in this book to individuals in technical organizationsin avariety of industries. Both are active
|EEE members and have served on the Administrative Committee of the Professional Communication
Society. They have technical backgrounds and are enthusiastic about helping technical professionalslearn to
write and communicate. Visit them at www.rgilearning.com

Users Review
From reader reviews:
Galen Dent:

In this 21st centuries, people become competitive in each way. By being competitive now, people have do
something to make these individuals survives, being in the middle of the particular crowded place and notice
by simply surrounding. One thing that often many people have underestimated this for awhile isreading.
That's why, by reading a publication your ability to survive improve then having chance to remain than other
is high. To suit your needs who want to start reading a book, we give you that Writing Reports to Get
Results: Quick, Effective Results Using the Pyramid Method book as nice and daily reading guide. Why,



because this book is greater than just a book.

James Reveles;

Playing with family within a park, coming to see the seaworld or hanging out with friends is thing that
usually you will have done when you have spare time, after that why you don't try issue that really opposite
from that. One particular activity that make you not experience tired but still relaxing, trilling like on roller
coaster you are ride on and with addition associated with. Even you love Writing Reports to Get Results:
Quick, Effective Results Using the Pyramid Method, you are able to enjoy both. It is great combination right,
you still want to missit? What kind of hang type isit? Oh can occur its mind hangout people. What? Still
don't get it, oh come on itsreferred to as reading friends.

Lisa Buffington:

Many people spending their period by playing outside with friends, fun activity having family or just
watching TV 24 hours aday. Y ou can have new activity to enjoy your whole day by examining a book. Ugh,
you think reading a book can really hard because you have to take the book everywhere? It al right you can
have the e-book, having everywhere you want in your Cell phone. Like Writing Reports to Get Resullts:
Quick, Effective Results Using the Pyramid Method which is keeping the e-book version. So , try out this
book? Let's observe.

Jean Mora:

This Writing Reports to Get Results: Quick, Effective Results Using the Pyramid Method is fresh way for
you who has attention to look for some information mainly because it relief your hunger of knowledge.
Getting deeper you into it getting knowledge more you know or perhaps you who still having little digest in
reading this Writing Reports to Get Results. Quick, Effective Results Using the Pyramid Method can be the
light food to suit your needs because the information inside this book is easy to get by anyone. These books
develop itself in the form that is certainly reachable by anyone, sure | mean in the e-book form. People who
think that in reserve form make them feel tired even dizzy thisreserveisthe answer. So thereisno in reading
apublication especially thisone. Y ou can find actually looking for. It should be here for you actually. So,
don't missthat! Just read this e-book variety for your better life in addition to knowledge.
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