1 Introduction

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. This
guide explains the commonly accepted
format for a technical report; explains the
purposes of the individual sections; and gives
hints on how to go about drafting and refining
a report in order to produce an accurate,
professional document.

2 Structure

A technical report should contain the
following sections;

Section Details

Must include the title
of the report. Reports
for assessment, where
the word length has
Title page been specified, will
often also require the
summary word count
and the main text word

|count




A summary of the
whole report including

Summary important features,
results and
conclusions
Numbers and lists all
section and

Contents

subsection headings
with page numbers

Introduction

States the objectives
of the report and
comments on the way
the topic of the report
is to be treated. Leads
straight into the report
itself. Must not be a
copy of the
introduction in a lab
handout.

The sections which
make up the body
of the report

Divided into numbered
and headed sections.
These sections
separate the different
main ideas in a logical
order

Conclusions

A short, logical
summing up of the
theme(s) developed in
the main text
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