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Abstract:

Through this research, the researcher sought to achieve a main goal, which is to develop a practical
road map for preparing and writing administrative reports in a scientific, systematic, and organized
manner that would achieve effective and influential administrative communication in making rational
administrative decisions. In order to achieve this, the two methods: decision-making and the
descriptive analytical approach were used in constructing the research, reaching a number of results,
the most prominent of which are: The process of preparing and writing administrative reports is no
longer a matter of pure discretion, but rather is a process governed by many planning and
methodological steps, and scientific rules: objective and technical, which those concerned with
preparing and writing administrative reports must be familiar with. This is to ensure effective and
influential administrative communication in making appropriate administrative decisions. Thus,
emphasizing the importance of taking into account the road map provided by the research in this
regard.

Keywords: preparing administrative reports, writing administrative reports, decision-making,
decision-taking.
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(9)- Bernardita Calzon, "A Gude To The Top 14 Types of Reports With Examples of
When To Use Them", Nov 1st 2023. https://www.datapine.com/blog/types-of-reports-
examples/ , The Last Access Date: 18/2/2024, and Bernardita Calzon, "Top 25
Management Reporting Best Practices To Create Effective Reports", op.cit.
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