
 

 
 

 

Report Writing for Results – Outline for a one-day course 

 

Overview 

The aim of this highly practical one-day course is to help participants to write clear, concise, 

polished reports. The focus is on ensuring reports are readable, well-structured and effective.  

This course is tailor-made, which means that many practical exercises will be based on 

authentic material created by your organisation and by course participants. 

  
During this course, participants will learn how to: 

• Feel confident they are delivering written messages successfully  

• Create strong, readable, polished documents (for a variety of audiences) 

• Build a clear plan, to speed up the process 

• Write with clarity, simplicity, brevity – and confidence 

• Assess the effectiveness of a report 

 
Course content 

Part 1 – Planning: Clear thinking leads to clear writing 

• Define your purpose and identifying your target audience(s) 

• Create an effective objective – using a template 

• Step-by-step guide to planning an effective report 

o Use mind mapping to assess content and structure  

o Create a detailed outline – using a skeleton structure 

o Edit the outline, focusing on content and structure  

o Write a first draft quickly, by expanding the outline notes 

• Practice (applying the planning tools to authentic examples) 

 
Part 2 – Writing effectively:  Using strong clear English to meet objectives  

• Write in a suitable style and tone of voice for your target audience(s) 

• What is plain English in a polished report? 

 

 



 

 
 

• Make complex information clear and concise:  

o Make every word count / cut dead wood  

o Take care with jargon, ‘business speak’ etc. 

o Create strong, clear correct sentences  

o Use precise, active verbs / avoid passive voice and hidden verbs 

o Use headings, bullet lists and topic sentences for navigation 

o Use signposts and linking words for flow and readability 

• Build an evidence-based argument (using language and visuals) 

• Presentation with impact – create reports etc that look accessible and readable   

• Practice 

 
Part 3 – Assessing the report 

• Ensure the report achieves its objectives (focusing on readers, objectives,  

content and structure) 

• Practice: Critical thinking and reading for writers  

 
 

Pre-course work 

We ask participants to send samples of reports they have written recently. These will be used 

in an individual assessment exercise during the final part of the course (as a tool to assess the 

skills before and after the training). They will be treated in confidence. 

 
 

 

 


