
⎆ Full Fees (inclusive 9% GST)

⎆ Opt for customised group training to unlock cost-effective quotes 
from us on top of following quantifiable/qualitative benefits:

✓ Receive tailored recommendations and dedicated support from 
our team of specialists 

✓ Benefit from course content adapted to your organisation’s
context, enriched with industry-focused case studies 

✓ Achieve higher training effectiveness through relatable and 
practical learning 

✓ Strengthen team bonding and cohesion through shared learning 
experiences 

✓ Enjoy full flexibility in course scheduling and venue selection

Click / Scan here to download our Excel registration f    rm

Click / Scan here to download 
our Excel registration f    rm

⎆ Course Objective

The  workshop  is  specifically  designed  to  raise  the  standard  of 
written submissions through the following components:
✓ Learn how to write clear, concise, correct and complete business 

reports
✓ Writing and vetting different report types

⎆ Target Audience
Individuals  to  master  new  and  specific  techniques  that  will  help 
sharpen their report writing skills

⎆ Trainer’s Profile
Caroline has over 18 years of editorial experience and 15 years in 
teaching business and communication skills. An ACTA-certified 
WSQ trainer, she specialises in interactive learning and business 
writing. She is TESOL-certified and an accredited practitioner of 
MBTI®, DISC, Enneagram, and Lumina Spark, helping 
professionals enhance their communication styles.

⎆ Key Takeaways

The Fundamentals of Effective Report Writing
✓ What is business writing?
✓ What are reports?
✓ The fundamentals of good report writing

Principles of Report Writing
✓ The approaches to writing—voice, direct, indirect and 

persuasive
✓ Words and phrases commonly used in report writing.

Tone in Writing
✓ Using appropriate words and phrases to improve tone in 

writing 
✓ Keeping ideas as a statement of fact instead of 

personalising   them.
✓ Focusing on the solution instead of the problem

Review Report Samples
✓ Applications of proofreading and vetting techniques.
✓ Identifying the pros and cons of the report.
✓ Understanding     what     the     characteristics are between 

proofreading and vetting.

Report Writing Tools and Techniques
✓ Identifying the report writing structure and organisation.
✓ How to do systematic planning (templates) such as 4P’s, 

AIDA, IMPACT & etc in the writing process.
✓ How to enhance reports by using graphic representation 

such as tables, graphs, pie charts, etc.

⎆ Registration

Member: $381.50 Non-member: $490.50

⎆ Schedule | Venue | Contacts

Dates [2026]: 21 Jul, 24 Sep, 12 Nov

Duration: 1-day, 9am-5pm (7 hours)

  SNEF @ Paya Lebar Square

  Karmila DID: 6827 6923

  karmila@snef.org.sg 

  trg@snef.org.sg | Hotline: 6827 6927 

Effective Business Report Writing Skills 
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