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dei? B4 4F 2L How to Prepare, write and present effective reports

%z : Writing A Report: How to Prepare, Write and
Present Really Effective Reports

i dﬁ : Bowden, John
drax it 0 How To Books
Dk £ 12008

PEMAC

Now in its 8th edition, this extensively revised and updated handbook explains
how you can write reports that will be: A* Read without unnecessary delay A*
Understood without undue effort A* Accepted, and where applicable, acted upon.
Divided into three parts, the book looks in detail firstly at the practical side of report
writing, secondly at the creative side of report writing and thirdly at common types
of report. There is also an extensive glossary and a selection of sample reports.

>~ g3 http://www.myilibrary.com/browse/open.asp?1D=125425

s s .

% % @ Writing With Power: Techniques for Mastering the
¥ |4
WE‘!}LN(‘ Writing Process

pUWER i® dﬁ : Elbow, Peter

...lﬁ[.’:ﬁr‘::.':nr 4154+ ¢ Oxford University Press USA
ETER ELBOW
p=:. disK E 11998

PEMHAC

A guide for the student writing an essay, the professional writer working on a
story, or the manager writing a memo for a tight deadline. As Elbow explains,
"Writing with power doesn't just mean getting power over readers. It means getting
power over yourself and over the writing process: knowing what you are doing as
you write; figuring out what you really mean; being in charge, having control; not
feeling stuck or helpless or intimidated. | am particularly interested in this second
kind of power in writing, and | have found that without it you seldom achieve the
first kind".; For the second edition, Elbow has written a new introduction in which
he discusses in detail the "mysterious"” dimensions of "Writing with Power" - voice,
quality and bad writing, wrongness and felt sense, and sharing written work with
others.

2 R4 o http://www.myilibrary.com/Browse/Open.asp?1D=47045
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% : How to Write Reports and Proposals. The Sunday
Times Creating Success Series.

Howy 10
Eul'n‘teﬂ'ep-m'ts
“ v & - Forsyth, Patrick
i d1 54+ ¢ Kogan Page

ar &

Yo = dUak# 12006

G

Getting a message across on paper and presenting a proposal in a clear and
persuasive form are vital skills for anyone in business. Now in its second edition,
"How to Write Reports and Proposals” continues to provide practical pointers for
anyone who needs to impress, convince and persuade their colleagues or clients.
Using checklists, exercises and examples, it explains how to make a plan of what to
write, transfer ideas onto paper and edit them to achieve the best results. There is
also invaluable information on creating a good report, preparing to write, the power
of language, persuasive writing and presentation. Essential reading for every
business person, it will help anyone write appropriately for their target readers and
create persuasive documents that will achieve the desired results.

>~ gy http://www.myilibrary.com/Browse/Open.asp?1D=86933

Z % ! The Research Project: How to Write It
A3 JF]‘ : Berry

J1 At Taylor & Francis
R & 1 2004

O

Now in its fifth edition, this guide to project work continues to be an
indispensable resource for all students undertaking research. Guiding the reader right
through from preliminary stages to completion, The Research Project: How to write
it sets out in clear and concise terms the main tasks involved in doing a research
project, covering: choosing a topic using the library effectively taking notes shaping
and composing the project providing footnotes, documentation and a bibliography
avoiding common pitfalls. Fully updated throughout, this new edition features a
chapter on making the most out of the Internet, from knowing where to start to
assessing the quality of the material found there. Other features include a model
example of a well researched, clearly written paper with notes and bibliography and
a chapter on getting published in a learned journal for more advanced researchers.
Whether starting out or experienced in research, The Research Project: How to write
it is an essential tool for success.

2 Ra o http://www.myilibrary.com/Browse/Open.asp?1D=4972
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suereems B % &+ Writing Successfully in Science
1N SCIENCE , ,
G ot 3 Jﬂ'f : O'Connor, Maeve
4154+ ¢ Taylor & Francis
Jiax #1991
3 KX

Many scientists encounter difficulties in writing papers for publication, perhaps
because they have never previously done so, are out of practice or are not confident
in their ability to write English as a second language. Whatever their discipline,
nationality or level of successful experience, Writing Successfully in Science will
ease the task of documenting work by gently guiding readers through the necessary
steps to successful publication-from planning the initial framework of an article,
preparing references and illustrative material and writing a first draft, to choosing
suitable journals, writing to the editor and dealing with the proofs of the final draft.
Although the examples and orientation are mainly biological, the principles
described apply to every branch of science. Practical tips for the first-time writer are
combined with useful advise for more experienced contributors wishing to improve
their technique. The text also covers the preparation of theses, short talks and
posters, review articles, book reviews, grant proposals and curriculum vitae. Writing
Successfully in Science pays particular attention to the needs of scientists whose first
language is not English, explaining how to avoid the main pitfalls of English
grammar and how to present work in a clear and logical fashion.

2 R4 http://www.myilibrary.com/Browse/Open.asp?1D=10948

% % : How to Write
A3 Jﬂ" : Fowler, Alastair

d1 a4+ ¢ Oxford University Press USA
L RETACETT drk & 1 2006

"How to Write" is an introductory guide to writing, aimed at people who think
they can't write, or for whom writing is an ordeal. Broken down into short
topic-based chapters on everything from beginning to revising, it demystifies the
writing process by taking the reader through each stage necessary to bring a piece of
writing to a decent finish. The book also offers a wealth of invaluable practical
considerations, including when and where to write, when to printout and when to
edit onscreen, what type of pen works well for revisions, and the hazards of the
paperclip. The author is a seasoned writer whose encouraging, but uncompromising
guidance will delight, as well as instruct. Offering practical advice in a lucid,

no-nonsense style, "How to Write" will be ideal for both students and professional
people who need to write during the course of their work.

>~ gy http://www.myilibrary.com/Browse/Open.asp?1D=76127
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H{ﬁvlr_rl*-; i £ % : How to Write Essays
é@s YFS% fe % : Shiach, Don
re ™% WA D How to Books
Jak & 12007
MERAC

Essay writing skills are an essential component of being a successful student at
all levels. The advice and practical guidance you receive in this book will enable you
to improve your grade assessments by putting into practice some simple, but
invaluable principles of essay writing. These approaches will work for you whether
you are facing assessment in timed exam conditions or being judged by coursework
assignments. Essay writing skills are crucial in both instances - in fact they are
essential if you want to achieve high grades.

>~ gy http://www.myilibrary.com/Browse/Open.asp?1D=127418
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