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LETTER to your BOSS

Use this draft letter vou to reguest approval to attend the

Bth Annual Best Companies for Multiculiural Women Natonal Conference, July 27-28, 2000 ai the
Sheraton Hotel & Towers in New York Clhiy

Subject: Reguest for Authorization to attend Multicultural Women Mational Conference
Dear [Mame of your manager/decision maker |

I wonld like to roguest your spproval for me and'or # of my siaff memben(s) fo affend the Bth Annaal
Best Companies for Maltkealtaral Women Natlonal Confercnee, July 27-28, 2000, at the Sheraton
Haotel & Towers in New York City, There will be two days of leaming. skill building and networking with
top male and female corporate executives, visionary leaders and leadership training experis. The
Multiculiural Women MNational Conference is the best forum for high-potentialhigh achicving women from
all races/ethnicitees to explore best practices and leverage their strengths for workplace success. Hundreds of
cofmipanics send teams of executive womsen 10 gain insights from corporme, scademic and governmental
thought lenders to be inspined on their path to gremness,

This year the theme is = Ambition: Where Passion Meets Porpose,”™ Women's ambition imagines,
creates, mobilizes, snd produces resulis. The passion and sense of purpose that women bring to the
workplace 15 o direct result of their having ambitions o succesd, grow, and compete in o world whene they
arg still an anomaly, despite their incressing nembers,

Mid-to=senior level women evecatives and high-potential, high-achieving associates who attend this
canference will:

= Ciain insight on the strategic thinking and real-world expenences of keaders striving to adidress today™s
O] PECSSITg CONCeTms

Explore professional challenges with mentor and peer groups

Engage in highlv-mieractive workshops designed o address cntical lesdershap skilks

Create action plans o increase professional and personal growth and innovation

Network with 1op leadership from your company and colleaguees from other companics/industries

The ROI from attending this event wall be immediate and significant. Conference atiendees are encouraged
to take back what they learned 1o share with their colleagues. Takeaways include lips and strategics in many
professional development arcas, how to ¢reate powerful relationships for carcer advancement, and
FECOgnizing opportunitics 1o align with PEL mitiatives,

Thank you for vour consideration. Please don"t hesitate 10 call me if you would hike 1o discuss or need
addiional clarfication, 1 look forwand 10 vour meply.

Sincerely: [Your name|

ple Police Report

The text below is an example of @ police repart. Notice the following points about it:

+ Itis written in

+ Dates, times and other details are recorded as precisely as possible,

+ The "register” (level of language) is formal. For example, there are no short

forms such as "didn't” and ne colloquial werds such as "nicked". Similarly,
the formal word "purchased” is used instead of "bought”™.

+  The report is impersonal. The writer focuses on the events and the

evidence, not on his own thoughts or feelings.

Case Number: VT 05/04/01/3462
Incident: Vehicle Theft
Reporting Officer; Constable René Artois Date of Report: 06 February 2003

At about 1040hrs on 5 April 2001, | met with Ms. Vanessa Kahn at 61 Southside Drive
regarding a vehicle theft. Ms. Kahn said she parked her car by a parking meter
outside Southside Shopping Centre at about 0945 hours and went into a nearby shop
to return a faulty torch she had purchased the previous day. She said that when she
retwrned to the leisure centre at about 1000 hours, she discovered her car was
missing.

Ms. Kahn described her car as metallic silver, 2008, Audi Cabriclet A4 1.8 T $-line,
‘with back fabric roof. Registered in the UK, the car registration number is GTL-682-P.
She estimated the value of the car at €19,500 and said there were no distinguishing
marks or items.

Ms. Kahn told me she locked the car, but she does not have the keys. She now
believes she may have left the keys in the boot lock after removing the faulty torch
from the boot. Ms. Kahn said she had not given permission for anyone to take her
car, and she is up to date with her loan repayments,

| conducted a survey of the crime scene but found no items of evidence. | saw no
broken glass in the area, and there were no items to retrieve or photograph.

| obtained a sworn statement from Ms. Kahn and provided her with the case number
and Information Leaflet 99/07 ("What to do when your car is stolen®). | entered the
wehicle into the station database as a stolen vehicle. | also searched the area but was
unatle to find the vehicle.
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Here are some examples of misleading graphs. For example, you may want to know if your service works equally well for all groups. For example, if two groups have had very different results, what factors can lead to this? All of us are inclined to the confirmation bias' 4 € ™ paying more attention to the data that adapt to our current convictions. 2
Having a clear structure makes your report easier to read. Sometimes the data is ambiguous and there may be more interpretations. Make sure the number of recommendations you include is achievable. Avoid overestimating your role in making a difference. How do you know it? It was carried out in the context of a collaboration program on a British
scale in support of a particular attention to the impact in the voluntary sector. Refer the negative results. In your report, it usually makes sense to write together all the data relating to each result (rather than having separate sections on data from different sources). Evaluation case studies do not coincide with marketing cases studies. What are the
key numbers that your audience should know? You can classify them based on what they are easy to implement and what less. It can also be useful to share with partners or lenders to improve practices in the industry responses to your evaluation questions. What quotations will help you illustrate your themes? If the data show that something does
not work or a result is not reached, do not ignore it. Read our guide on the analysis of qualitative data. Depending on the size of the sample and how easy it is to identify individuals, you may need to do more than simply change the name to make someone anonymous. Summary: a summary of the main results and recommendations introduction: a brief
description of what yes evaluating, the purpose of the evaluation and the methods used (e.g. surveys, interviews) Results and discussion: information about the extent to which A? was built, how it was built and the results obtained rep eedi erareneg a ivratuia 2Aup otnemaibmac led airoet o enoizatulav id ordauq ortsov la orteidni odnadrauG .eirogetac
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UHT, DEET LACHTEWUT ERAPMOC ow uy uthw The numbers A speak from A. 6 In various places A" can involve other staff, beneficiaries and external stakeholders. Sometimes you will have collected data about the same result from a variety of sources such as questionnaires, interviews, observations or secondary data. To facilitate the
interpretation of the data, A" possible: create connections, looking for trends, patterns, and links. It' nice for someone to look at him with "fresh"AA eyes. Most evaluation reports will include the following sections. Clarify the data limits. You use diagrams, charts, or diagrams to highlight the most important information, rather than the least relevant
information. A A choose too many or will distract the reader from the point you want to make. Describing and interpreting the data In the report, A" you must describe the data and interpret itAA analyzing the data before you start writing will contribute to this. If there was a group you couldn't hear from, or your sample overrepresents or
underrepresents a particular group, say so. 7 Wait for the time it takes for a couple of draft reports and make sure people are available to review the report. put the data in a meaningful context. Before you write, plan headers and subtitles. Make sure you've done all the checks in a long time before you complete the report. Choose how to present
your data A common error” trying to present all your data, rather than focusing on ciA? which A" moreA! important. A You can also co-produce recommendations by sharing the results with the stakeholders and asking them to suggest and prioritize recommendations. Being transparent means being open about thereA? you canAdo not say, and clear
about how you've reached your conclusions and the limits of your data.A Just as it is important to minimize your In the collection or analysis of data, it is equally important to minimize the prejudices in the report. How how As much as possible, currently data that has been analyzed or summarized rather than raw data, to make it as simple as possible
for the reader to follow. You should also report on how satisfied beneficiaries were with the exit processes - information on how you delivered your releases. You can help structure recommendations in the same order as the main results to help readers understand the evidence base for each specification - say exactly what action should be taken and
when within the control of the assessment users - ensure that individuals or groups have authority and capacity to carry on there? which suggests realistic and achievable - recommendations should be feasible. When interpreting your data, you may discuss: because the results have been achieved or not achieved. Read more This How-To A was
contributed by NCVO and StudySaurus. Interpretation moves beyond description to say what the data means & & & 4 & -~ Make sure to clearly write your report so that the reader can say when you describe the data and when it interprets it. Use subtitles to structure subheadings of renderA ideas your report clear to your readers. For example, you
could divide your recommendations into & 4¥SessentialA a¢ versus A4 = A You should also report on the expected results that were not achieved - what A" was delivered, when and who. They should illustrate your learning points, not just the best of what you do2. It helps to restrict to ciA? that people who read your report need to know. You can
also be the starting point for signaling in creative formats. You may want to see if men are more likely to test results against women, e. g. .oipmese .oipmese

20/08/2018 - Progress Report: How to Write, Structure, and Make It Visually Attractive by Katrina Balmaceda Published on August 20, 2018 December 24, 2021 - Updated on December 24, 2021 - 14 minutes Days or weeks into a project, your supervisor asks for a progress report. 13/01/2022 - Final Evaluation Report: This will be prepared after
receiving comments from DF, consortium members, and partners. The content and structure of ... 05/08/2019 - From preparing a project status report to a postmortem report, the following tips will help ensure that your project report is serving its purpose and delivering value to the reader. Know Your Audience: The type and depth of information you
communicate in a report will depend on the nature of your audience. A credible and extensive project report is underpinned by a significant amount of data, whether it is about the performance of the team or a comprehensive report about the project results. Using charts, tables, and graphs is a surefire way of making the report interesting and
reliable for those who will read it. 24/02/2020 - Project Evaluation and Review Technique (PERT) is a procedure through which activities of a project are represented in its appropriate sequence and timing. It is a scheduling technique used to schedule, organize and integrate tasks within a project. PERT is basically a mechanism for management
planning and control which provides blueprint for a particular ... Title Objectives of the Study Research Methodology MBA PROJECT SYNOPSIS AND PROJECT REPORT GUIDELINES 24 Major findings / outcome of the study Suggestions 2.4 Project Evaluation Evaluation Pattern for the project is based on Synopsis (30%) towards Internal Assessment
(TIA), Project report, presentation and viva voce (70%) towards Term End ... A project report for new business conducts a profound road map for effectual business venture. It discusses whether the business requires finance or not, the challenging risks, several problems en route, etc. Hence it becomes vital for every new business to prepare a project
report, to acquaint them on forewarning issues.
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