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1. The structure of the “Proposal and Report Writing” module  
  
The “Proposal and Report Writing” module contains six sections, 6 practice sections and a 
final test. You will learn to improve your proposal and report writing skills in English in a 
work context. 
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Section 1: Writing business proposals 
 

 

In this section you will 
identify characteristics and 
conventions, and practise the process 
of planning, structuring and writing a 
business proposal. 
 

 
 
Practice 1 
 

 

This section practises what you 
have studied in section 1, " Writing 
business proposals”. 
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Section 2: Writing event proposals 
 

 

In this section you identify 
characteristics and conventions, 
and practise the process of 
planning, structuring and related 
processes of writing an event 
proposal. 

 

 
  

Practice 2 
 

This section practises what you have studied in section 2, "Writing event 
proposals".  

 
 
Section 3: Writing research proposals 
 

 

In this section you will identify 
characteristics and conventions, 
and practise the process of 
planning, structuring and writing 
a research proposal. 
 
 
 

 
 

Practice 3 
 

This section practises what you have studied in section 3, “Writing research 
proposals”.  
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Section 4: Writing reports: Introduction and methodology 
 

 

In this section you will identify 
characteristics and conventions, 
and practise the planning, 
structuring and related processes 
of writing a report. 
 

 
 

Practice 4 
 

This section practises what you have studied in section 4, "Writing reports: 
Introduction and methodology”.  
 

 
 

Section 5: Writing reports: Findings and discussion 
 

 

In this section you will practise 
signposting, describing data and 
writing cohesively 
 

 
  

Practice 5 
 

This section practises what you have studied in section 5, "Writing reports: 
Findings and discussion”. 
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Section 6: Writing reports: Conclusions and recommendations 
 

 

In this section you will practise 
common collocations, drawing 
conclusions from given 
information, useful language to use 
when writing conclusions and 
recommendations, formal written 
style, and describing cause and 
effect. 
 
 

 
  

Practice 6 
 

This section practises what you have studied in section 6, "Writing reports: 
Conclusions and recommendations".  
 

Language review 
 

 

In this section you can download the 
Language Review, a summary of language 
practised in this module. 
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Final test 
 

 

The final test contains 30 questions. 
You have a maximum of 45 minutes 
to complete the test.  
You can have 2 attempts to submit 
the final test. 
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2. Tools and resources  
 
To see the resources available in your course, click on My resources. 

 

 
 
Text to speech 
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Record yourself tool 

 

 
 
         
 

Dictionary 

 

 

 
 
         

Grammar reference 
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Business centre 

 

 
 
         
 

Translate into any language 
=You can select any text on a page, listen to it spoken, and translate it into any language.  
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Pronunciation tool  
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Interactive English 

 
 

 
 
 
 
Fun and games 
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Forums 

 
 

 
 
 
 
Audio speed control 
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Additional resources 
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4. Assessment 
 
Marks are awarded as follows for this module: 
  

Test 
 

Marks  

Final test 30 

Total score 30 
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