	
English in the Workplace



	What to study






Where to find it

	

	Nature and purpose of business reports
………………………………...

Long and short reports: content and organization
…………………

Findings
……………………….………………………………………..

Conclusions
…………………………………………………………………

Recommendations
………..……………………………………………….

For small group writing practice with a teacher,

come to the CILL and join SAP, or for one-to-one consultations on writing, book a WAP session.
  
	Business Writing for Hong Kong (Business Writing shelf,  

  Intermediate) Page 261

The Right Report (Business Writing, Intermediate) Pages 1-6

Business Writing for Hong Kong (Business Writing shelf, 

  Intermediate) Pages 262 – 272,  274 – 277

The Right Report (Business Writing, Intermediate) Pages 29-45

The Right Report (Business Writing shelf, Intermediate) Page 36

Writing Business Reports (Business Writing shelf, Intermediate) 

  Pages 14-30, 48-50

The Right Report (Business Writing shelf, Int.) Pages 36 - 37

Writing Business Reports (Business Writing shelf, Int.) Pages 32-41

The Right Report (Business Writing shelf, Intermediate) 

  Pages 37 - 38

Writing Business Reports (Business Writing shelf, Intermediate)  

  Pages 44-5

Also: The Report Writer (Computer program) Go to: Main menu > Writing > Reports > Business reports



	Don't forget:

· Answers are at the back of the books or in the Teacher’s Book

· A teacher can help you correct your work or find more material
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