
Guidelines for writing a technical
Report
 
The main Report should be restricted to two or three single spaced pages, supplemented by as
many pages of appendix material as are necessary. The Report itself should include:
 
1. A very briefly statement of the problem. Do not include any background information well-
known by the client or tell the client who he/she is. The purpose of this statement is merely to
establish the scope of the study. The objectives of the study should be made clear right up
front.
2. A summary of what was done---data collected, models built, scenarios considered, etc.
3. Identification of any important assumptions or restrictions that were imposed (e.g., the
option of closing the current facility and moving elsewhere was not considered).
4. Specific recommendations, which may be conditional (e.g., if additional copper platers can
be purchased for less than $150K then adding capacity at this station is the preferred
alternative for increasing throughput). Be careful not to make recommendations beyond the
available data. Sometimes the recommendations will be in the form of suggesting further data
collection and analysis. If you do this, however, be sure you are very precise on what must be
collected, how it will be used, and what will come of it.
 
The goal of a short report is to communicate all key points of the study to busy managers
who do not have time to scour detailed appendices to figure out what you did. To
communicate efficiently, the following are often useful tips:
• Be flexible on format. An organization that is perfect for one study may be very awkward
for another.
• Use bullets to call out key points. This saves space and highlights conclusions so that they
don't get missed.
• Use graphs or tables to summarize numerical data. Try to present quantitative results
graphically whenever possible, since a visual image is both stronger and faster than a
numerical one.
• Make it look good. All reports should be neatly organized, typed, and stapled or bound. In
this age of word processors and spell-checkers, there is no excuse for a sloppy or misspelled
report.
• Be extremely careful about using ``folksy'' language in a technical report. Saying that the
plant is a ``disaster'' or a ``real mess'' may be more colourful than saying that it is ``extremely
disordered,'' but can sound unprofessional. When in doubt, err on the side of formal,
conservative language.
• Avoid long, complicated sentences. A technical report is not a work of literature. It is better
to use short, clear statements to make your point, even it detracts from the flow of the writing.
The reason is that people read technical material rapidly and will be confused by long
sentences.
• Avoid using terms and acronyms that might cause confusion. However, make every effort to
use the language of the client in the report. Using the term ``bill-of-materials'' when the client
uses ``schedule-of-materials'' can make you look uninformed.
• Avoid nonstandard punctuation. Dashes and parenthetical comments should be used only
sparingly.
• Footnotes should be used very sparingly, if at all.
• Use adequate spacing before and after mathematical expressions. This makes them much
easier to read. This applies primarily to the Analysis appendix, since mathematics in the main
Report should be minimal.
• Try to put tables and figures either on separate pages or at the top of a page with text.
 
 



 
 


