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[0 O Increasing frequency of international cooperation and rapid development of new technology have produced a
growing demand for effective written communication] Compared with oral communication ability] written com
[0 munication competence is less benefited by more and more favorable language environmentd Relying on
established format[] fight language and sound logic[] wriRen com- munication requires more conscious learning
under professional instruction] [ [J Business report[] as a way of written communication in business operation

[ is often used to convey informationd record history for future referenced and offer recom- mendationsd thus
playing a crucial role not only in personal career development but also in effective running of organizations
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PrefaceChapter 1 Orientation to Business Report 1.1 When do You Write a Report? 1.2 What do You Write a
Report to Do? 1.3 For Whom is a Report Written for? 1.4 What is a Business Report?Chapter 2 Classification and
Structure of Business Report 2.1 Classification of Business Report  2.1.1 Why Classify? 2.1.2 Different
Classification System 2.2 Structure and Elements of Formats of Business Report  2.2.1 Report in the Form of
Memo 2.2.2 Reportin the Form of Letter 2.2.3 Formally Structured Report 2.3 Frequently-Required Business
Report 2.3.1 Minutes 2.3.2 News Release 2.3.3 Progress Report 2.3.4 Proposal 2.3.5 Justification Report
2.3.6 Job Description 2.3.7 Feasibility Report  2.3.8 Policies and Procedures 2.3.9 Instructions 2.3.10 Annual
and Quarterly Report 2.3.11 Market Investigation Report 2.4 ExercisesChapter 3 Writing Procedures and
Developing Strategies for Business Report 3.1 Three Steps to Complete Business Report  3.1.1 Planning 3.1.2
Writing  3.1.3 Editing and Revision 3.2 Developing Strategies of Business Report 3.2.1 Definition 3.2.2 Process

3.2.3 Classification 3.2.4 Comparison and Contrast 3.2.5 Cause and Effect 3.2.6 Tables and Graphs 3.3
ExercisesChapter 4 Style and Language of Business Report 4.1 Style of Business Report  4.1.1 Quialities of an
Effective Business Report  4.1.2 Stylistic Features of an Effective Business Report 4.2 Linguistic Features of
Business Report 4.2.1 Linguistic Feature on Lexical Level 4.2.2 Linguistic Feature on Syntactic Level 4.2.3
Linguistic Features on Paragraphic Level 4.3 Punctuation 4.4 Exercises(] [ (1 O
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00 O Answer 400 1 write a report when | need inform my subordinate of the expansion plan in the near future] [
[ See! Written reports Can do a lot of things for you no matter whether you are a top executive in a large company
or arepairman in all auto-shopO In fact[] few fields exist in which the need to prepare a report[] whether written
or oral] is not requiredd] Corporate managers[] stockbrokersd doctorsC] bankers[] engineers[] scientists

[0 government and military leadersd educators(] and international secret agents(] all use reports to transmit or
receive informationd Even the local auto mechanic may be obliged to prepare a written diagnostic report before
repairing a customer’ scarJ [0 [0 In some instances reports are prepared on a regular basis[] as in the case of
salespeople who must produce daily or weekly sales and field trip reportsC] accountants who compile yearly audit
reportst] and large corporations that issue anntlal reports to their stockholders[]
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