
WRITING A TECHNICAL REPORT FORMAT

When it comes to the writing of a technical report, the format is very important because it is unique from other reports in
that it carries technical information.

Step 5: Description of the Process In here, the materials and methods used are to be explained. Further
reading:. If you find you're having so many figures that when you try to put them in text they're turning out to
be five pages straight of figures, that's a clue that you have so many figures, they're probably better handled in
the back. Format their technical reports. Professional Technical Report. It would then be clear, spatially, that
there's a caption up here. It outlines report writing structure and organisation as well as the features of strong,
effective business writing. Step 8: Conclusion and References Your conclusion should be short and precise.
I'm assuming the "D" and "H" represent "depth" and "height. Figure 4. An abstract may also provide a
qualitative summary of the results of the study. A table can help you list points and explain them in brief
which helps the reader go through everything in a brief summary. Every work that was cited in the technical
report must be listed here, with all the important bibliographical information. Purpose - a short version of the
report and a guide to the report. I know that's the Oval. It delves into the process, materials, and strategies that
were incorporated during the development of a certain project report. While writing your summary, you
should be keen on the length so that it does not go beyond words. Build a more professional approach in
writing technical reports for demanding audiences with this Technical Report Writing 1-day course by GBC. It
is not sufficient to list the sources of information at the end of the report; you must indicate the sources of
information individually within the report using the reference numbering system. Include necessary
discussions of the theories you have used before starting the study, and those you have utilized during it.
While writing your report, you may need to use some diagrams or graphs to make the reader understand what
you are talking about. Another alternative would be to "footnote" the table. For a standard report, you should
use font size 12 and style Times New Roman because it is legible and clear. This will help the reader navigate
through the contents of the report with ease. The detail fits the purpose. Word processing and desktop
publishing packages never make up for poor or inaccurate content They allow for the incremental production
of a long document in portions which are stored and combined later They can waste a lot of time by slowing
down writing and distracting the writer with the mechanics of text and graphics manipulation. I understand
"load" and I understand "supporting reactions," but I don't understand "Building diagram? Any phrases,
sentences or paragraphs which are copied unaltered must be enclosed in quotation marks and referenced by a
number. Also, is that the Performance Hall in the middle?


