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What makes a good technical report?

A good report is easy to recognize. Its title is

precise and informative and its format logical to

the reader, with headings to indicate the content

of each section. Diagrams are well-presented

and clearly labeled. There are no absolute rules

on report production

because every report must be adapted to the

needs of its reader. however, there are laws of

good report writing which should be generally

applied (but broken if necessary).

A technical report is described as a written

scientific document that conveys information about

technical research in an objective and fact-based

manner. This technical report consists of the three

key features of a research i.e process, progress, and

results associated with it.

Technical reports are used by industries to convey pertinent information to upper management.

This information is then used to make crucial decisions that would impact the company in the future.





Your objectives should identify:

– who you’re producing the report for

– why you’re producing the report

– what information you’re covering

Ask yourself:

– What does the reader already know about the

subject?

– What do you need to tell the reader?

– Why does a particular reader need this particular

report?

– What is the desired response from the reader?

– How can you bridge the gap between what the

reader knows already and what they need to

know, in order to produce the desired response?

– What level of formality is appropriate? (e.g. a

short emailed report to a colleague will be less

formal than a report for a managing director of

another company)



A well-written report is easier to read, makes your meaning clear and builds the reader’s 
confidence in what you are saying.

Commas
Check your use of punctuation, such as commas, as it can transform the meaning of 
sentences. For example:
The engines, which were in perfect running order, had been tested previously. (all 
engines were in perfect running order and had been tested)

The engines which were in perfect running order had been tested previously. (only the 
engines in perfect running order had been tested)

Hyphens
Do use hyphens if not using them will lead to ambiguous meaning, e.g. ‘a cross-section 
of staff’ vs ‘a cross section of staff’. They should also be used to form short compound 
adjectives. e.g. three-year plan, two-tonne vessel.



Structure

If you don’t have a template for a report provided by your company or university, then there are 

some widely accepted section headings you can use:

– Title page

– Acknowledgements

– Summary

– Table of Contents

– Introduction/Terms of Reference/Scope

– Procedure

– Findings

– Conclusions

– Recommendations

– References/Bibliography

– Appendices



Title page
As the title page is the first page that the reader will see. The 

title page contains all the information given on the cover page 

(except for the emblem), as well as the status of the report 

(terms of reference), for example “Experimental Techniques 

Report: Project 1” or “Final Report for Mechatronic Project 

478”. 

Make sure it includes the relevant details:

– Title

– Author’s name

– Report reference number

– Date

– Classification (confidential, etc.) if appropriate



A summary  gives a general picture of the report for those who want to be 

reminded of what they have read or for those who will never read the whole report. It 

makes the report’s ‘answer’, its conclusions, and recommendations immediately 

available. For this reason, it’s the section that is read by the majority and the most senior 

readers (often the decision-makers) who might not have the time or interest to look into 

the detail. 

Tips on writing your summary

• Keep it under 250 words for a report of up to 50 pages. You may need to start

with too many words and edit them down.

• Give enough background information for your summary to make sense to a reader

who hasn’t read the whole report.

• Comment on major findings and highlight conclusions of importance.

• Use continuous prose — diagrams in summaries are rare.



List each chapter or section with its constituent 

headings, section and sub-section numbers, as well as 

page numbers. This helps the reader to select a 

particular sub-section of interest and find it easily, at the 

same time as seeing its connection to what comes 

before and after it.

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. Journal papers do not have a table of contents.

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 precedes the table of contents are not listed. 

Appendices must be listed, each with their title and starting page.



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 Tables and List of Figures 


