

  
    
            
        
      
      
        
          
        

        
          
            
          
        
        
          
            
              
                
              
            

            
              
                
                  Recently Searched
                

              

                
                  
                      
                      
                        
                      
                  

                
              
                No results found
              

            

          

          
            
              

                
              
            

            
              
                Tags
              

              
                
                  
                      
                  
                
              

              
                

              

              
                No results found
              

            

          

          
            
              
                
              
            

            
              
                Document
              

              
                
                  
                      
                  
                
              

              
                

              

              
                No results found
              

            

          

        

      

    

    
      
        
          
        
      
              

                        
  
  

                
            
            
        
        English
                        
          
            
            
              
                Home
                
                  
                
              
              
                Schools
                
                  
                
              
              
                Topics
                
                  
                
              
            

          

        


        
          Log in
        
        
        
        
        
          

  





  
    
      
      	
            
              
              
            
            Delete
          
	
            
              
              
            
          
	
            
              
                
              
              
            
          
	
          

        
	No results found


      
        
          
        
      
    

  







  
      
  
    
    	
                                    
              Home
            
            




	
                          
                
              
                        
              Other
            
            


      
                  An analysis of the data of the 
      

      
        
          
            
              
                
              
            
            
            
              
                Share "An analysis of the data of the "

                
                  
                    
                  
                  
                    
                  
                  
                    
                  
                  
                    
                  
                

                
                  

                  
                    COPY
                  
                

              

            

          

          
            
              

                
              
            
          

        

      

    

    
      
        
          
            
              
            
                          
                N/A
              
                      


          
            
              
            
                          
                N/A
              
                      

        

        
                      
              
                
              
                               Protected
                          

                    
            
              
            
            
              Academic year: 
                2022
              
            

          

        

        
          
            
            
                
                    
                
                Info
                
                

            
            

            

                        
  

                
        Download
          
              

          
            
              
                
                Protected

              

              
                
                
                  Academic year: 2022
                

              

            

            
              
                
                  
                
                
                
                  
                    Share "An analysis of the data of the "

                    
                      
                        
                      
                      
                        
                      
                      
                        
                      
                      
                        
                      
                    

                    
                      

                      
                        
                      
                    

                    Copied!

                  

                

              

              
                
                  
                
              

            

            
              
                
                30
              

              
                
                0
              

              
                
                0
              

            

          

        

      

      
        
                              
            
            30
          

          
            
            0
          

          
            
            0
          

        

      

    

  



  
        
                    
  
    
    
      
        Loading....
        (view fulltext now)
      

      
        
      

      
      

    

  




  
      

                    Show more (   Page )
        
  


  
      

                    Download now ( 30 Page )
      



      
            
  
    Full text

    
      (1)Ahmad Faraz Khan



(2)CONTENTS:


 Report


 Factors shaping report


 Types of Report


 Report writing


 5 steps for effective report writing


 Structure of report


 Style and Formatting guidelines


 Qualities of good reporting.



(3)
An analysis of the data of the 



investigation, written in an objective,  logical and factual way.


 
Any matter on which definite 

information is required.



(4)
Mom, I’m home.



(5) Target audience


 Purpose


 Relationship between the reporter and the 
 reportee


 Availability of resources, including time



(6)Status Reports



Satisfies  our need  to know.


Describes:-


 Things


 People   And


 Events


Decision Reports


Gives the reportee a 
set of options based 
on an analysis of a 
problem and relevant 
facts.



(7)
A process involving activities:


 
Thinking


 
Writing


 
Discussing


 
Revising



(8)
5 steps


1. 
Collect your ideas


2. 
Write a first Draft


3. 
Revise your Draft


4. 
Proof read


5. 
Publish



(9)1. Title page


2. Letter of Transmittal (covering letter)


3. Table of contents


4. Executive summary


5. Introduction


6. Main Body


7. Conclusion


8. Appendix


9. References & Bibliography



(10)1. Title Page


 Title of the report


 Name of reportee 


 Name of writer 


 Date of submission


2.Letter of Transmittal


Formally presents the report to the reportee
 3. Table of contents


What actually report contains?



(11)4. Executive Summary:


 Background     


 Methodology


 Findings and recommendations


5. Introduction:


 Brief background 


6. Research Methodology


 Objectives 


 Steps followed 



(12)7. Main Body:  


 Presents and interprets data
 8. Conclusion:


 Inferences/summary findings


 Suggestions/recommendations
 9. Appendix:


 Additional material.


e.g.; Copy of questionnaire.


10. References & Bibliography:


 Web-sites, 


 Sec. data consulted for report.



(13)1. Number each figure/table, add a meaningful caption to 
 each figure.


2. References (of papers, documents,manuals,web pages etc) 
 at the end of your report (after conclusion and before the 
 appendix) 


3. Give citations to each of these references inside the text 
 (Using standard formats like APA)


4. Size of report 


5. Use A4 paper & font size 12 (Times New Roman; preffered)
 5. Spell check electronically as well as manually


6. Number the pages


7. Read and edit several times before submission
8. Bind report



(14)1. 
Reader-oriented


2. 
Brief


3. 
Well-sequenced


4. 
Complete


5. 
Presented in appropriate language



(15)1. Reader Oriented:



Who For?



What For?



(16)
The Direct Pattern


If readers


are informed If readers 


are supportive If readers are
 eager to haveresults first



Direct Pattern



(17)Informational Report
 Introduction/Background    


__________________________________


__________________________________


__________________________________


__________________________________


__________________________________


__________________________________


Facts/Findings _________________


__________________________________


__________________________________


__________________________________


__________________________________


__________________________________


__________________________________


Summary ______________________


__________________________________


__________________________________


__________________________________


__________________________________


__________________________________


__________________________________



Direct Pattern


Analytical Report
 Introduction/Problem    


__________________________________


__________________________________


__________________________________


__________________________________


CONCLUSIONS/


RECOMMENDATIONS


__________________________________


__________________________________


__________________________________


Facts/Findings


__________________________________


__________________________________


__________________________________


Discussion/Analysis____________


__________________________________


__________________________________


__________________________________



(18)
The Indirect Pattern


If readers


need to beeducated If readers need


to be persuaded If readers are hostile



Indirect Pattern



(19)
Indirect Pattern


Analytical Report
 Introduction/Problem    


__________________________________


__________________________________


__________________________________


__________________________________


Facts/Findings_________________


__________________________________


__________________________________


__________________________________


Discussion/Analysis


__________________________________


__________________________________


__________________________________


CONCLUSIONS/


RECOMMENDATIONS____________


__________________________________


__________________________________


__________________________________



(20)2. Brevity:


Cutting out irrelevant data



(21)3. Well-sequenced:


chronology(order in which things happen) 
 spatial 


cause-effect


4.Completeness:


 Source of data


 Relevant data


 Credibility and supporting evidence



(22) Linguistic correctness


“Small mistakes make big 
 differences”  


i.  Spelling mistakes 


Receive  - Deceive
 Skilled   - Stilled
 ii.  Grammar


iii.  Punctuation marks



(23)
The companies have been systematically  prevented and frustrated for several years  by antiquated labor laws prevailing in the  country since independence, from 



organizing their labor forces by compelling  them to retain excess staff resulting in 



much higher production cost levels and 

lower productivity levels compared to 

countries such as; China, Philippines, 

Cambodia, and even Bangladesh, which 

appear to have rid themselves of anti-

production laws.



(24)Another version of same paragraph:


Outdated labor laws have prevented our 


companies from managing their labor forces 
 efficiently. The companies are compelled to 
 retain workers who are no longer needed. 


Consequently , the production costs go up, 
 productivity comes down. Is it surprising then 
 that we are unable to compete with 


countries such as; China, Cambodia and 
Bangladesh, which have rid themselves of 
anti-production labor laws?



(25) Mix sentence length and paragraph lengths.


 Varying focus from concrete and the general.


 Usage of appropriate transitional devices ; 
like meanwhile, however, nevertheless etc.



(26) Use sub heads to guide your reader from one 
 sub topic to another.


 Use figurative language. 


 Don’t use abbreviations which user don’t 
 know.


 Avoid jargons.



(27)
“Being willing to listen to feedback from  others and follow their advice can help  you in becoming a more persuasive 



communicator and create reports that  successfully convey your desired 



message.”



(28)
(29)
(30)


    
  




      
      
        
      


            
    
        References

        
            	
                        
                    



            
                View            
        

    


      
        
          

                    Download now ( PDF - 30 Page - 546.31 KB )
            

      


      
      
        
  Related documents

  
    
      
          
        
            An Air quality analysis of 10 cities from South India 
        
      

        analysis of central pollution control board (CPCB) data reveals that the average pollution levels in these 10 south Indian cities are much higher than new WHO air quality

    
      
          
        
            An analysis of the data of the investigation, written in an  objective, logical and factual way.
        
      

        much higher production cost levels and  lower productivity levels compared to  countries such as; China, Philippines,  Cambodia, and even Bangladesh, which  appear to have

    
      
          
        
            Overseas market prospect for oyster meat and
oyster products
        
      

        Dried (salted) oysters  are also exported to some Asian countries, mostly  to Hong Kong.. China, Thailand,

    
      
          
        
            INDEPENDENT MONITORING  BOARD.
        
      

        INDEPENDENT MONITORING BOARD  |  RECOMMENDED ACTION.. Rationale: Repeatedly, in field surveys, from front-line polio workers, and in meeting after meeting, it has become clear that

    
      
          
        
            SOCIAL DIALOGUE   AND THE   FUTURE   OF WORK
        
      

        3 Collective bargaining is defined in the ILO’s  Collective Bargaining Convention, 1981 (No. 154),  as  “all negotiations which take place between an  employer, a group of employers

    
      
          
        
            Improving Farm-to-Market Linkages through Contract Farming   A Case Study of Smallholder Dairying in India  
        
      

        Thus, the unit cost of milk production (production and  transaction) for open market sellers was 21 percent higher compared to contract producers, and 5 percent  higher compared

    
      
          
        
            The State of Access  to Modern Energy  Cooking Services
        
      

        To break the impasse, the World Bank’s Energy Sector  Management Assistance Program (ESMAP), in collaboration with Loughborough University and in consultation  with multiple

    
      
          
        
            Recent trends in alumina and aluminium production technology
        
      

        In  spite  of a  combination  of unfavourable  factors--higher  consumption  of energy,  lower  liquor  productivity  and  lower  scale  of  operation--the  production  cost  of

      



      

    

    
            
            
      
  Related documents

  
          
        
    
        
    
    
        
            Assessment of the Comparative Advantage of Various Consumer  Goods Produced in India Vis-à-Vis Their Chinese Counterparts
        
        
            
                
                    
                    222
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            Manufacturing Division
        
        
            
                
                    
                    25
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            Efficacy of caudal dexmedetomidine on stress response and post operative pain in paediatric cardiac surgery: A prospective, randomized, double blinded study
        
        
            
                
                    
                    103
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            Manufacturing Division
        
        
            
                
                    
                    29
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            The Factual Basis of the Claim………...8-29 IV
        
        
            
                
                    
                    29
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            Dynamics of cascade three-level system interacting with the classical and quantized field
        
        
            
                
                    
                    12
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            Photoelectric properties of pure and aluminium doped CdS films
        
        
            
                
                    
                    10
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

          
        
    
        
    
    
        
            Ecosystem-based  Approaches   to Climate Change   June 2009 
        
        
            
                
                    
                    91
                

                
                    
                    0
                

                
                    
                    0
                

            

        

    


      

      


              
          
            
          

        

          

  




  
  
  
    
      
        Company

        	
             About us
          
	
            Sitemap

          


      

      
        Contact  &  Help

        	
             Contact us
          
	
             Feedback
          


      

      
        Legal

        	
             Terms of use
          
	
             Policy
          


      

      
        Social

        	
            
              
                
              
              Linkedin
            

          
	
            
              
                
              
              Facebook
            

          
	
            
              
                
              
              Twitter
            

          
	
            
              
                
              
              Pinterest
            

          


      

      
        Get our free apps

        	
              
                
              
            


      

    

    
      
        
          Schools
          
            
          
          Topics
                  

        
          
                        Language:
            
              English
              
                
              
            
          

          Copyright azpdf.net © 2024

        

      

    

  




    



  
        
        
        
          


        
    
  
  
  




    
    

    
        
            
                

            

            
                                
            

        

    




    
        
            
                
                    
                        
                            
  

                            

                        
                            
  

                            

                        
                            
  

                            

                        
                            
  

                            

                        
                            
  

                            

                    

                    
                        

                        

                        

                        
                            
                                
                                
                                    
                                

                            

                        
                    

                    
                        
                            
                                
  

                                
                        

                        
                            
                                
  

                                
                        

                    

                

                                    
                        
                    

                            

        

    


