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COURSE INTRODUCTION:

It is essential to understand how to 

write reports and proposals that 

get read. We write reports in a 

range of formats and a variety of 

purposes. 

Whether you need to report on a 

product analysis, inventory, feasibility 

studies, or something else, report 

writing is a skill you will use again and 

again. Having a method to prepare 

these documents will help you be as 

efficient as possible with the task. 

This course will build on a solid base 

of writing skills to present 

information in formal, informal, and 

proposal styles.
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Why Choose OHSC ?

www.oxfordhomestudy.com

info@oxfordhomestudy.com

Join Us From Anywhere Around The World

Pay Interest Free Fee Instalments

Get One To One Tutor Support

Enjoy Flexibility Of Learning

Match Your Interests And Career Goals

Achieve Your Accredited Certificate

Successful Career ! 
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COURSE ACCREDITATION

At the end of this course successful learners will receive a Certificate of Achievement from 

ABC Awards and a Learner Unit Summary (which lists the details of all the units the learner 

has completed as part of the course).

ABC Awards is a leading national Awarding Organisation, regulated by Ofqual, and the 

Welsh Government.  It has a long-established reputation for developing and awarding high 

quality vocational qualifications across a wide range of industries.   As a registered charity, 

ABC Awards combines 180 years of expertise but also implements a responsive, flexible 

and innovative approach to the needs of our customers.

WHAT STUDENTS WILL LEARN?

Prepare reports and proposals that inform, 

persuade, and provide information. 

Review your work so that it is clear, concise, 

complete, and correct.

Apply these skills in real work applications.



Course Syllabus...

 The Basics of 

Business 

Writing

The Stages of 

Report 

Writing 

Using 

Headings, 

Charts and 

Graphs    

The Proposal  

Why Write?

Updating Language

Active and Passive Voice

Sentences and Sentence Types

What's My Style?

Practical Language

Punctuation 

Investigating 

Planning

Writing

Revising

How and When to Use Graphics

Things to Remember about 

Graphics

Tips for Proposal Writing

Add the Finishing Touches

Persuasion Process

Designing your Massage

Dealing with tough Question 

Giving Credit 

UNIT 1 UNIT 2

UNIT 3 UNIT 4

Persuasion

UNIT 5

www.oxfordhomestudy.com

info@oxfordhomestudy.com

The course was very well 

written in easy to 

understand units 

structure to reflect 

progressive learning. 

Additional resources 

provided were very 

helpful. Overall excellent 

value for money.

Rowaida Hashim           



FAQ
Q.  How does Distance / Online Learning work?

All our courses offer the flexibility of learning. These are 

divided into units. After each course unit the student is 

required to complete and submit an assignment. Students 

work through each unit at their own pace. There are no 

deadlines for completing and submitting the assignments. 

Tutor marks the assignment and uploads the result on the 

portal. The student then moves on to the next unit and this 

way completes the course. All the submitted work is assessed 

by the awarding body at the moderation stage. Recognised 

Certificate is issued by the awarding body.

Q.  When can I start the course?

You can start the course anytime. The enrolments are 

continued throughout the year. 

Q.  What is the enrolment process?

Enrolment process is very simple. After you have chosen the 

course you wish to take you can just fill in an online form and 

we will send you invoice for the course fee. On receipt of 

payment we will give you course access and your course tutor 

will contact you as well. You can even start right now by 

paying the course fee online. 

Q.  Can I take up the course if I am not in the UK?

Yes, you can. All our courses can be taken up and completed 

from anywhere around the world. If you are an international 

student you will enjoy the same support as any other student 

within the UK does.

Q.  How long does it take to complete the course?

This entirely depends on you that how much time you 

dedicate to your studies and how fast you intend to complete 

the course. We have provided estimated study hours for each 

course on the course page. You can plan your study according 

to your own schedule. 

Q.  What are the entry requirements?

There are no specific entry requirements for most of our 

courses. All you need to have is the motivation and 

commitment for completing the course.

Q.  Can I retake the assignment if I fail it once?

Yes, In that case your tutor will ask you to resubmit your 

assignment and will highlight the areas where you need 

improvement. 

Q.  Will I get tutor support?

Yes. all our courses come will one to one tutor support. This 

support is available for duration of the course. Once you will 

enrol on the course you will be allocated an experience tutor 

who will guide you throughout the course. The tutor will mark 

your assignments and will provide you feedback on your 

submitted work. You can contact your tutor through email. 

Q.  Is there any deadline for submitting the assignments?

No, there are no deadlines for the submission of 

assignments. Students work at their own pace and plan their 

study according to their own schedule. However you will 

submit one assignment at a time so that the tutor can mark 

one and can give you feedback. Following which you can 

move on to your next unit and assignment. 

Q.  Do I need to sit an exam at the end?

All our courses are assignment based. Your submitted work is 

assessed throughout the course. There is no final exam at the 

end.

Q.  Do I need to purchase any text books?

College provides comprehensive course materials containing 

all the relevant information you require to complete the 

course. All this is all included in the course fee. However we 

encourage our students to undertake additional study on the 

topics. For further help we have provided additional 

supporting material on the portal. There are also useful links 

relevant to the course you are studying. 

Q.  English is not my first language can I still complete the 

course?

All our courses have been specially written for home study 

keeping in mind that our students come from all parts of the 

world and English is not the first language for most of them. 

Our course materials are written in easy to understand 

English. If you have basic English skills you can easily 

complete the course. 
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CONTACT US

Apply Online 

You can enroll online by completing the APPLY ONLINE 

form on www.oxfordhomestudy.com

OR

Through Email

You can contact us on info@oxfordhomestudy.com and 

we will send you all the course information along with the 

application form which you can fill in and return to us on 

the same email. After processing your application form we 

will send you an invoice for the payment of your fee along 

with guidance on making payment. 

Oxford Home Study College

Clarendon Business Centres,

Sandford Gate,

East Point Business Park, Oxford

OX4 6LB

United Kingdom

Tel:      0044 186 5686 162

Email: info@oxfordhomestudy.com

Web:   www.oxfordhomestudy.com

How to Apply?
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