«~  Writing Skills

*Communicate through specialist technical reports
*Incorporate text, data, drawings and charts
*February 9th —10t, 2012 at Grand Seasons Hotel

Nancy Ong

Introduction

Effective Technical Report

FREE SAMSUNG GALAXY TABLET
Promotion details on page 2

100% HRDF Refund, Group & Early Bird Discounts

Technical people, managers and executives often need to write high-quality reports to readers who are non-
technical. Effective technical writing is now a critical component of clear and concise communication and it takes time
and skill to communicate specialist information. Skill in report writing is necessary to reduce the time it takes to write
a report that gets results. In this 2-day programme, you will learn how to incorporate text, data, drawings and charts
into your report writing following a few basic rules of communication for a clearer and more effective report.

Objectives

This workshop aims to give participants an
understanding of the importance of clear and effective
communication in technical documentation.

Participants will also learn how to:

* organize material by purpose and audience;

* define the elements of writing steps and
procedures;

* improve the appearance of their technical
documents; and

* use key words and phrases correctly, precisely
and concisely for impact.

Program content

1. Writing by Design
Intent, Type and Purpose of Business Reports
Informational reports, Analytical reports,
Progress reports, Feasibility reports, Proposals

2. Connect to the Reader
Planning the report
Terms of reference, Reader, Objective, Content
Structuring and sequencing with the reader in
mind , Writer and reader challenges

3. Express yourself to get your message across
Use vocabulary that helps understanding and
gets results, Correct sentence structure and
grammar, Punctuate for clear presentation, Use
precise words and expressive phrases
Develop a persuasive tone to reinforce argument
Position, Problem, Possibilities, Proposal
Write cohesive paragraphs

Participants will learn how to.....

Write clear, effective technical documents and
reports to get the desired response from readers.
Assess target audience and develop documents for
the right results.

Choose the appropriate writing style to
communicate effecively to enable the reader take
quicker action.

Organise data, logs and journals into readable
reports

Label diagrams, tables, charts and other graphical
tools effectively for ease of understanding.
Reduce writing time by organising the information
quickly.

4. Create Impact in Your Writing

Plan - Define the community, Focus on the outcome

Draft - Free writing, Use key thought words to organize
information, Map the information

Edit - Stand Back and Change Hats, Check for grammar, spelling
and mechanics

Visual presentation - Use and design visual aids intelligently,
Design layout, Design effective pages, Choose readable fonts,
Use of headings, Title graphics effectively

5. Components of a report
How a report is commonly structured — beginning, middle and
end, Choosing the best format for your purpose

6. Design an Executive Summary that gives impact
What to include

7. Make your report look professional
Why editing is essential, Structure, Detailed cutting and

rewriting, Who does what and when

8. Group writing task of report



Methodology

Training will be conducted in the form of interactive

lectures, writing exercises and critical analysis of T LTS SR 715 S—
written material. Participants are encouraged to %%

bring along samples of technical reports for

discussion. T 7T T Tl L L —
Who should attend _Sparticipants | 10-linchdisplay

Engineers, Technical Assistants, Project Other discounts shall not be valid once the
Coordinators, Managers, Executives and all those client company opts for the Samsung
who need to create a clear and concise high-quality Galaxy Tablet Free Offer.

technical document and reporting.
About the trainer

A certified trainer by Pembangunan Sumber Manusia Berhad (PSMB), Nancy holds an MBA from the
University of Strathclyde, United Kingdom and a Diploma in Banking from United Kingdom. She is also a
qualified teacher of English to Speakers of Other Languages (TESOL), awarded by Teach International,
Australia.

She brings her more than twenty years experience in banking into her training programmes. Having worked
previously with her customers in assessing and advising them of their business and financial needs, she is
now able to relate her experience with the business environment and this is her greatest asset in her
current training programmes.

Her popular programmes which are highly rated are Business Writing and Communication in English,
International Trade Payments, Letter of Credit, Incoterms, Credit Management, and Business Risk
Management.

Business Writing and Communication in English have benefited several people through her in-house
training. She is able to bridge the gap for participants in bringing the learning of English to their relevant
work environment. Participants are shown the way to use the right business vocabulary in their daily
communication with colleagues and business associates to create a better understanding and reduce
miscommunication. Companies which have acknowledged and highly rated her delivery are Bandar Raya
Development Bhd., CCM Chemicals Sdn. Bhd., Oriental Capital Assurance, TNB Port Dickson, HSBC and Sime
Darby Plantations.

Other companies which have benefited from her programmes are Maersk Malaysia Bhd, Malaysia Smelting
Corp., MITCO (Japan) Sdn. Bhd., Petronas Dagangan Berhad, Kum Printers Sdn. Bhd., BP Plastics Holdings
Bhd., Kerry Ingredients, SMART Modular Technologies, Action Industries, Sumitomo Corporation Asia Pte.
Ltd., Golden Jomalina Food Industries Sdn.Bhd., Penang Development Corporation, and many more.
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Registration form Effective Technical Report Writing Skills Fax: 03-40240240
On February 9 ¢ 10", 2012

Name

Designation

Name

Designation

Name

Designation

Name

Designation

Company:

Address:

Telephone: Email address:

Fax:

Contact person: Amount payable:

Registration fees and policy :i

1. Registration fee — RM1950 per participant.

2. Early bird before January 15th, 2012 — A discount of RM50 per participant

3. 3rd participant from the same company enjoys 25% discount / 4th participant - 50%
discount

4. FREE Samsung Galaxy Tablet is offered to companies who register 5 participants or

more. Other discounts per participant shall not be valid once the customer qualifies for

this offer. The client can opt to forfeit the Tablet and enjoy the discounts in item 3 above.

Registration fees must be paid before program date.

Full refund is made if there is program cancellation by the organizers only.

We reserve the right to change the trainer in case of unforeseen emergencies. The

replacement trainer shall be equally competent in the training subject being offered.

8. Registration. Kindly fill in this form and fax or email a scanned copy to Lisa at 03-
40240240 or lisa@contactskills.com

No o

Cancellations and substitutions. Cancellations received up to five working days before the seminar are
refundable, minus a RM100 registration service charge. After that, cancellations are subject to the entire
training fee, which you may apply toward a future program. Please note that if you don't cancel and don't
attend, you are still responsible for payment. Substitutions may be made at any time.

Signature: Date:

Company chop:

Please make crossed cheque payable to Quality Input Resources




