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Report Writing
	Duration:
	1 day

	Objectives:
	To help develop skills to plan a report, organise information from research, analyse information, draft and write a report.

	Content:
	What are reports?

Planning the report
· Purpose, audience, scope and timeframe

· Purpose statements versus hypothesis
Gathering the data

Organising information

Writing the report

Recommendations 

Referencing and bibliography

Editing the report

Ordering reports

Layout – grammatical features

Editing reports



