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Getting a message across on paper and presenting a proposal in a clear
and persuasive form are vital skills for anyone in business. How to

Write Reports and Proposals provides practical advice on how to
impress, convince and persuade your colleagues or clients. It will help
you: improve your writing skills; think constructively before writing;
create a good report; produce persuasive proposals; use clear and
distinctive language; present numbers, graphs and charts effectively.
Full of checklists, exercises and examples, How To Write Reports and
Proposals is essential reading and will help you t



