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By the end of the workshop., participants should be able to:
1. Format reports for readability
2. Compose a report with the right tone and structure, using simple English

CONTENTE N e S

Module Cne: Infroduction to Email Etiquette Module Three: Writing Style
* Anficipating your audience * Heading
* Writing Process * Font
* Types of Reports * Paragraph
+ Organizational Patterns * Numbering
* Format
Module Four: Guidelines for developing reportfs
Module Two: Mind your language * Defining the project
* Use simple English * Gathering datfa
* Using Right Vocabulary * Using appropriate style

* Composing headings
* Being objective
* Basic technigues

CONTACTUS bbbt bbb bbbt e-Cert awarded by Universiti Tunku Abdul Rahman

Ms Sakun I3 facebook.com/utarcceD

+40390198088 b Mitercom/Cecdutar

+6014 932 4513 m linkedin.com/infutar-cccd/
UTAR Sungai Long Campus
cced@utar.edu.my E] Jalan Sungai Long CENTRE FOR CORPORATE &

Bandar Sungai Long. Cheras
cecd.utar.edu.my 43000 Kajang, Selangor Darul Ehsan COMMUNITY DEVELOPMENT




