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Prerequisite: writing report for your leader

e Understanding and Thinking
* Preparation

 Handouts (Skeleton)

o Style and Expression

e Process of report writing

o Skills & Attentions

e Conclusion
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5.1 Understanding and Thinking

Understanding: [F2V<]] }TEJ' AR
Thinking: ‘H‘F,Elc | 2Rl HB’}TEJ' 530]
Viewpoints: ﬁgj’%‘r 4?, }I 12 B ~ D ﬂ‘?r
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Evidences: 1" fjAHEd r’r;[vlllg‘é B T Z;V‘#']l
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5.2 Preparation for Writing
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5.3 Outline Layout
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Outline Layout
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5.4 Style and Expression
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5.6 Skills & Attention

* Skills for inspiration and structuring
----Brainstorming
----Free writing
----Convergent thinking

* Material organizing
----Fact-orientation, subjective description
----Connecting point, line and scope,

focusing main point while considering all

----Short, simple and concrete language
----Sustainable accumulating materials
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5.6 Skills & Attention

* Complying with the writing rule of report

* Not being superior to the leader’s top level of
capability (leader’s background; knowledge,etc)

* Being familiar with the business process and
practice, industrial background

* Paying attention to the logic and expressive
skills %ess adjective, less splendid words, etc)

* Improving the deduction, analyzing and
understanding capability to get access to the
essence of viewpoints
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