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            Preface
 
            to the ninth edition
            

         
 
         Report writing can be described as a career skill. It is a task which has become increasingly associated not only with academic assignments, but also with a wide range of jobs and occupations. Today, good communication skills and the ability to write effective reports are essential competencies for every successful student and business person.
 
         Now in its ninth edition, this extensively revised and updated handbook explains how you can write reports that will be:
         
 
         
            ♦ read without unnecessary delay;
 
            ♦ understood without undue effort;
 
            ♦ accepted and, where applicable, acted upon.

         
 
         To achieve these aims you must do more than present all the relevant facts accurately; you must communicate in a way that is both acceptable and intelligible to your readers.
         
 
         The book is divided into three parts. Part 1 describes the systematic approach needed to produce an effective report, regardless of the subject-matter. It takes you step-by-step all the way from being asked to write a report to issuing a tailor-made product which meets the needs of all your readers.
 
         In Part 2 we turn to the creative side of writing. Producing a professional report today requires the merging of the technologies of communication, computers and graphic design. What you say is important. But how you say it and how it looks are crucial in creating a high-impact report that stands out from the deluge of material your audience inevitably receives.
         
 
         Part 3 describes some common types of report in more detail. This section complements Parts 1 and 2 by highlighting the particular emphases associated with each report type.
 
         With this book at hand, you can consistently produce high-impact, professional reports that not only inform, but also guide and influence your readers. In today’s communication age, that is an achievement not to be undervalued.
 
         John Bowden
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