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Career Press, United States, 2011. Paperback. Condition: New.
Language: English . Brand New Book. Business Reports for
Busy People is a comprehensive guide filled with a wide range
of samples and templates that can be customized to produce
professional-looking, clear, and concise reports for virtually
any need, including easily customizable Microsoft Word
templates and boilerplate text on an interactive CD-Rom.
Business Reports for Busy People features the most commonly
used business reports, including: Policies and Procedures, HR
Assessments, Disciplinary Reports, Progress Reports, Situation
Summaries, Time Accounting Reports, Meeting Minutes,
Business Plans, Annual Reports, Feasibility Studies, Expense
Reports, White Papers, Statistical Samplings, Abstract
Summaries, and much, much more. For each kind of report,
this helpful title includes typical contents; suggested formats;
requirements, criteria or background information to include:
necessary comparisons or options to discuss; how to frame
your conclusions or recommendations; and a complete
revision checklist. Make a smart business decision. Start with
Business Reports for Busy People when you want to produce
your next report faster, easier, and with total assurance.
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Reviews

This ebook is definitely not simple to begin on reading but really enjoyable to read through. This really is for all who
statte that there had not been a worth reading. You may like how the author publish this ebook.
-- Dem etr ius B uckr idg e      

This book may be really worth a read through, and a lot better than other. It is really basic but excitement inside the 50
% in the pdf. I realized this pdf from my dad and i encouraged this publication to learn.
-- Cur tis B a r tell     
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