
WRITING A TECHNICAL REPORT



INTRODUCTION

• Contrary to current layman thinking that engineering
works only involve working with machineries, many
tasks perform by an engineer involve writing.

• A technical report is a formal report designed to
convey technical information in a clear and easily
accessible format. It is divided into sections which
allow different readers to access different levels of
information.



INTRODUCTION/2

• The purpose of a technical report is to completely
and clearly describe technical work, why it was done,
results obtained and implications of those results.

• The technical report serves as a means of
communicating the work to others and possibly
providing useful information about that work at
some later date.



IMPORTANCE OF WELL-WRITTEN 
TECHNICAL REPORT

• Clear presentation of results is at least as important
as the results themselves; therefore, writing a report
is an exercise in effective communication of technical
information. Results, such as numerical values,
designed systems or graphs by themselves are not
very useful. To be meaningful to others, results must
be supported by a written explanation describing
how results were obtained and what significance
they hold, or how a designed system actually
functions.



HOW TO BEGIN A TECHNICAL REPORT 
WRITING?

• As with any writing, one of the first questions that
must be asked in the planning process is "Who is the
target reader?" In engineering practice, the reader
can be a client, a colleague, a manager or a junior. In
academic writing, the target reader is usually the
examiner.

• The process of writing a technical report begins with
planning the work on which the report is based. Even
at this early stage, the task can be broken down into
elements which are likely to become the chapters or
sections of the report.



HOW TO BEGIN A TECHNICAL REPORT 
WRITING?/2

• The general rule is to begin writing the sections of
the report as soon as possible. The table of contents
should be drafted very early in the process of writing
the report since the table of contents provides a
good overview of the entire document and, while the
report is being written, provides an indication of
which sections still need to be done.

• It is important to keep in mind that report writing is
an integral part of the thought process: it helps to
define and order ideas and to derive well-considered
conclusions so that further planning of the work can
be undertaken.



STRUCTURE OF A TECHNICAL REPORT

• The key to a well‐written report is organization. A
report that is divided into several sections, occurring
in a logical sequence, makes it easy for the reader to
quickly obtain an overview of the contents as well as
locate specific information.



STRUCTURE OF A TECHNICAL 
REPORT/2

*Introductory chapters(s) 
*Title page *Central chapters
*Abstract *Conclusions
*Dedication *Tables
*Acknowledgements *Figures
*Table of contents *Appendices
*List of tables *References
*List of figures *Bibliography
*Nomenclature



TITLE PAGE

• The purpose of the cover page is to protect and
identify the report. It must contain the title, the
initials and surnames of the authors, the date, the
name of the department and university, and the
emblem of the university.



TITLE PAGE



TITLE PAGE/2
A few guidelines for the selection of titles are the
following:
• Think about the reader’s first impression.
• Include important and distinguishing key words, for

example the words that somebody will use in a
literature search.

• Leave out any words that are not essential. Avoid
meaningless expressions, such as “A Theoretical and
Experimental Study of…”, or longwinded descriptions,
such as “Concise Practical Guide for the Writing of
Technical Reports and Papers”. Every word must count.



ABSTRACT
A short summary or abstract of 100 to 150 words must
appear on the second page of the report. It must
summarize the contents and most important findings
so that the reader can decide whether he/she wants to
read the rest of the report.
• The abstract is not an introduction to the report. It 

often provides no background information. 
• Convey the key elements of the objective and 

context, and the most important methods, findings 
and recommendations. 

• The abstract is usually the last part of the report to 
be written. 



ABSTRACT



DEDICATION

• This is a short sentence, in the middle of a
separate page, in which the report is
dedicated to a family member, friend or
acquaintance. It may be left out and is seldom
included in short technical reports. It is more
suited to theses.



TABLE OF CONTENTS

• The table of contents must begin on a new page. The
page is provided with a heading, such as “Contents”
or “Table of Contents”, followed by a list of the three
main levels of headings and their page numbers.

• The first item in the table of contents should be the
first heading that appears after the table of contents,
for example List of Figures. Front matter that precede
the table of contents are not listed. Appendices must
be listed, each with their title and starting page.



TABLE OF CONTENTS/2



LIST OF FIGURES AND LIST OF TABLES

• These lists, arranged according to the table and
figure number, each begin on a new page and
indicate the relevant page number in the right-hand
column. The titles of tables and figures must be
descriptive enough so that a specific figure or table
can be identified in the list and must correspond to
the title used for the figure or table in the text.



LIST OF FIGURES AND LIST OF TABLES



NOMENCLATURE (LIST OF SYMBOL)

• The list of the symbols that are used must begin on a
new page. The list is arranged in the following
sequence: All the ordinary symbols are listed first,
followed by the superscripts and then the subscripts.
Finally, the auxiliary symbols, for example overbar
and underscore for vectors and averages or accent
marks for time-dependent components, are listed.



NOMENCLATURE (LIST OF SYMBOL)/2



INTRODUCTION PART
The introductory chapter or chapters should provide 
the reader with the following information: 
• The context in which the report originated, i.e. the

work from which it originated, how it links to/differs
from preceding or related work, the limitations that
were placed on the work (as a result of external
circumstances or through own choice), and so forth;

• The purpose of the report, i.e. the problem that was
examined and the specific objectives of the work;

• The motivation for the work or report, that is, why
the work was undertaken.



CENTRAL CHAPTERS
The structure of the central chapters depends on
the contents of the report. Typical contents of the
central chapters for various cases (for example
design reports, experimental reports, etc.) are
given in the appendices.

The following are general guidelines for the 
central chapters: 

• Every chapter should be focused on one topic, 
i.e. it should have a clear purpose. The title of 
the chapter normally reflects the purpose. 



CENTRAL CHAPTERS/2
• The following structure of chapters or within chapters can 

usually be followed and corresponds to a scientific approach: 
-Introduction: the purpose of the chapter, and how it links to 

the purpose of the report; 
-Underlying or simplified assumptions; 
-Analytical or numerical theory used, or the procedure for 

the investigation; 
-Measured results, results of the analysis or observations 

(verifiable results); 
-Processing of results: method and answers (objective); 
-Interpretation of results (subjective, but critical and well 

motivated); 
-Conclusions: usefulness and importance of results; how the 

results contribute to achieving the purpose of the report. 



CENTRAL CHAPTERS/3

• The contents of the central chapters must remain
strictly linked to the purpose of the report. Contents
that are only of marginal importance should
preferably be placed in the appendices.

• The central chapters do not usually follow the
chronological sequence of the project.

• Each conclusion drawn in the conclusions must be 
corroborated in the central chapters. 



CONCLUSION PART
The purpose of this section is to make it clear to what
extent the purpose of the report was achieved and
which findings were made. All statements in the
Conclusions must be supported in the report.
Guidelines for the conclusion part are:
• Summarize the purpose of and motivation for the 

document/project. 

• Discuss the implications of the findings and indicate 
the contributions made by the report. Emphasise the 
most important findings. 



CONCLUSION PART/2

• Clarify to what extent the purpose was achieved. 
Provide a summary of each section of the report to 
indicate how that section contributed to the 
attainment of the purpose. Also summarize the most 
important findings, methods or techniques. 

• Provide suggestions for further work, if appropriate. 



TABLES AND FIGURES
• Tables are used for quantitative comparisons, when

the differences between lines on a graph will be too
small, or when the relationship between the
dependent and independent variables is not clear.
Figures (all drawings, sketches, graphs and photos) can
usually be more easily interpreted by the reader than
tables and are therefore preferable when the more
qualitative nature suffices.

• Tables and figures may be placed in the main text, at
the end of each chapter or at the end of the main text.
Figures are numbered as a single series and tables as
another.



TABLES AND FIGURES/2



TABLES AND FIGURES/3



APPENDICES

Detail that disturbs the flow of the main text, and
particularly detail that does not form an integral part of
the main text, must preferably be provided in the
appendices. Examples of this are complicated technical
derivations, detailed descriptions of apparatus,
computer programs, lists of unprocessed data, sample
calculations and concise commercial information (data
sheets).



APPENDICES/2

• Just as in a chapter, every appendix must have a
descriptive title.

• The appendices are numbered “Appendix A”,
“Appendix B”, etc. Examples of numbering are: page
numbers “B1”, Table A1, Figure C2. In shorter
reports, the page numbers of the appendices can
follow on from those of the main report.



REFERENCES PART
• The purpose of references is to indicate the origin of

statements that are not (such as Newton’s laws, the
laws of thermodynamics or the Bernoulli flow
equation) general knowledge in the field, to
acknowledge the work of others, and to provide
additional information for readers who might be
interested in obtaining further information.

• No references may be included in the list of
references to which you have not referred in the
report, and vice versa.



REFERENCES PART/2



REFERENCES PART/3



BIBLIOGRAPHY PART

• A bibliography is a list of sources, usually books, that
provide a broad background on the topic, but to
which no specific reference is made. Only
comprehensive technical reports, such as some
theses, have a bibliography.
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