
Technical Report Writing 

 

When you have to communicate complex technical information, your technical report has to deliver 
your message with clarity whilst demonstrating the rigorous methodology that underpins your findings 
and conclusions. 

An effective technical report has two key elements: 

The content: 
presented in language that is accessible and using technical data, graphs, tables and formulae in a way 
that aids understanding rather than hindering it; 
The structure: 
organised to take the reader progressively through the material, building understanding and bringing 
the reader to your logical conclusions. 
Our technical report writing training will show you how to write technical reports that combine 
readability with technical rigour.  

 

Objectives: 

§ Know how to define and agree the purpose of the report; 
§ Have a clear understanding of the needs of the readers; 
§ Be able to design a document structure to effectively get the message across; 
§ Produce different types of Technical Reports for various purposes 
§ Use clear and powerful language to target and persuade readers for positive results 
§ Produce documents of a high professional standard. 

 
Technical report writing training topics include 
Technical report writing essentials 

• Addressing the needs of different readers 

o The technical reader 

o The decision maker 

• Bringing technical writing to life 

o The right words 

o The right style 
Setting tone and style 

• Demonstrating professional credibility 

• Making the text readable 

• Avoiding style-traps 
 
Organising your thoughts 

• Structuring the material 



• Developing a route through complex issues 

• Producing the report outline 

• Developing a formal hierarchy 

• Using appendices and references 
Writing specialist documents 

• Research findings 

• Technical specifications 

• Background reports 

• Feasibility assessments 

• Reports to statutory regulators 
The report writing process 

• Gathering and sorting material 

• Presenting information for impact 

• 8 steps to the successful report 
Using data effectively 

• Where the data is best placed 

• Tables, charts and illustrations 

• Numbering and captions 
The final draft of the report 

• Making it clear 

• Making it concise 
 

 

 

 

 

 

 

 

 

 
 


