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1. What are the six types of report?
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________
___________________________________

2. When planning a report, what six steps should you follow?
Analyze _____________________________
Analyze _____________________________
Consider ____________________________
Do _________________________________
Analyze _____________________________
_____________________________ the report.

3. What are the three parts of a report according to the lecture?
_________________		__________________		____________________



4. What seven forms of organization can be used in the body or middle of a report?
T_____________	S________________		I_____________________
A______________	C________________		C____________________
H____________________________________________________________

5. What three things can you add to make your report more accessible?
H_________________________________________
T_________________________________________
C_________________________________________

6. What four things might be in the closing of a report?
M_________________________________________
C_________________________________________
R_________________________________________
N_________________________________________

7. What three areas should you check when revising your report?
I__________________________________________
O_________________________________________
V_________________________________________



8. What tone should you use in a business report? What adjectives describe it?
O________________________________________
P________________________________________
E________________________________________

9. What five areas should you look at when refining your report?
W________________________________________
S_________________________________________
G________________________________________
P________________________________________
D________________________________________

10. What is special about “telegraphic style”?
_______________________________________________________________________

11. In summary, what are the four steps of writing a good report?
______________________________________________
______________________________________________
______________________________________________
______________________________________________
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