
 

 

 

 

 

 

 

 

 

 

Report Writing Training  
 

Welcome to the Report Writing Training, where we aim to enhance your teams’ skills in writing business 

reports. Reports play a role, in conveying information within a company allowing people to stay 

informed and respond appropriately. Whether its reports human resources reports, transaction reports 

or public relations reports they all serve the purpose of delivering a message and keeping the workforce 

updated. However, for reports to be truly impactful they need to be purpose driven and well written. 

 

 

During this one-day training course we will provide techniques for improving the coherence and clarity 

of your team’s report writing. Our focus will be on empowering employees with methods, for crafting 

concise reports while also enhancing their proofreading skills and much more. This course is designed 

for anyone who is involved in report writing as part of their role. 

 

 

 



Course Overview  

The session will begin by allowing participants to get acquainted with each other and discuss what they 

can expect from the workshop. Additionally, students will have an opportunity to identify their learning 

objectives. 

 

This workshop aims to assist you in instructing participants on the following topics; 

 

• Defining what a report is 

 

• Understanding the structure of a report 

 

• Identifying the criteria, for creating a report 

 

• Avoiding complaints about reports 

 

• Ensuring the quality of reports 

 

 

What Constitutes a Report? 

To start participants will gain the ability to define what exactly constitutes a report and identify its 

characteristics. 

 

Crafting a Professional Report Structure 

During this session participants will learn how to outline and organize a report in the order. 

 

Qualities of a Report 

In this segment participants will discover the criteria that contribute to crafting a successful report based 

on reader expectations. 

 

Addressing Common Complaints about Reports 

Participants will understand the five commonly raised issues regarding reports, as well as strategies for 

avoiding them. 

 

Checklist, for Successful Reports 

Lastly participants will be provided with a checklist to refer to before submitting their reports ensuring 

high quality outcomes. 

 

Wrapping Up the Workshop 

 

At the conclusion of this course participants will have an opportunity to ask questions and develop an 

action plan. 

 

 

Visit https://paramounttraining.com.au for more information or call 1300 810 725 
 


