
In The Know Worksheet
Directions: After reviewing the In The Know in Chapter 8, Informative Reports, fill in the blanks below with the correct term.
1.
A short, concise version of a longer piece of communication; includes only the most important general information. ___abstract_____
2.
The operating or business year, a calendar that may run from July to June, rather than January to December. ____fiscal_year_____
3.
Reports that objectively relate the details of an unusual event, such as accidents or equipment malfunctions.____incident reports_______
4.
A description of a device; includes the purpose of the device and overall description, a description of parts, and the function of each part. ____mechanism description_______
5.
A report, issued at timed intervals, informing the audience of the progress made on all of the projects of an organization during the reporting period. __periodic report______
6.
A report that tells the audience what work has been completed and what work remains on one particular project during the reporting period. ____progress report______
7.
The time span covered by a report.____reporting period_____
8.
A condensed version of a piece of communication; includes general information and may include a few important details. ______summary______
9.
Organized through space as in right to left, left to right, top to bottom, bottom to top, or east to west. ____spatial order____
10.Reports that tell what was accomplished during a trip and what was learned from a trip._trip reports__
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