
 

Quality Matters

When you are done with a report, if possible, walk away from it. 
Print the report and/or read it out loud. 
Does it address the 5W's & 1H?
Proofread the report; look for spelling and grammatical errors.

 
 

Time Management Tip

Editing Tips*

A well-written report provides a timely, accurate, and objective
account which captures personal and institutional memory.
Spelling, grammar, and formatting errors, while they may seem
minor, may have a significant impact on how a report is regarded
or even contribute to misinterpretations.
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For additional information click here to visit the Best Practices and Innovative Strategies Intranet Webpage 

Note: These are simply best practices & tips and do not supersede Department policies. 

When you prepare to write a report
(e.g., reports for court), enter in the
date the report is due to file and the
date due to your supervisor for
review in your calendar. 

* Lexipol

http://alcoweb.acgov.org/probation/tools/best_practices_innovation_strategies.page

