Technical Report Tips
Format of the Report
· All reports need to have a start and a finish - doesn’t mean you need to begin writing from the start
· [bookmark: _GoBack]Short reports are easier to read
· Using sections and sub-sections help with reading a report
· New major sections (i.e Chapters) should start on a new page
· Know your audience
· Think about using Appendices
· More important than they seem 
· Used to remove information from a report that is not needed by the majority of readers of the report - if it needs to be divided, then use sections
Writing the report
· The style of the report should be FORMAL
· Third person – so no I’s or We’s in the report
· Writing should be concise and accurate
· Proof read it - as well as proof reading it yourself, see if someone else will proof read it for you.
· Punctuation matters
· ‘Most of the time, travellers worry about their luggage’ or ‘Most of the time travellers worry about their luggage’
· Sentences should be short and convey facts well
· Paragraphs help to break up text and make larger section of texts easier to read
· No report should be longer than necessary
Illustrating the report
· Diagrams such as tables, graphs, charts and photographs are an essential part of a report
· Can convey large amounts of information easier than text
· Best to include tables and figures within the body of the text
· Tables have their labels above them and figures have their labels below them
· Graphs (which come under Figures) must have axes labelled and scales easy to understand
· Remember to include units
· Refer to them by their figure or table number, not their position in the text
Abstract
· This is the last part of report to be written
· Abstracts give an overview of the whole report
· Should be between reasonably short – normally 100-250 words


