Hints for Writing a Technical Report

By: Gail Palmer

The Paper and the Presentation 

Your paper and presentation should have the following three basic sections:

1. Introduction: The introductory paragraph leads into the topic of the report. The 

thesis statement, which usually appears at the end of the introductory paragraph, 

states the central message of the report. This section should take approximately 

one-fourth of your total oral presentation time.

2. Body: All background information and points of discussion are included in this section. The background information, depending on the depth of the presentation, will probably appear in the first paragraph of this section (this makes for an easy transition from the Introduction). The points of discussion form the focal point of the report, and each general statement needs to be backed up by specific details. (The general statements are the major topic headings from your outline.) This section should take approximately one-half of your total oral presentation time. 
3. Conclusion: The concluding paragraph flows logically from the rest of the report and ends the report it smoothly. A brief restatement of the main point(s) of the report is appropriate. This section should take approximately one-fourth of your total oral presentation time. 

Hints
Write/speak with your audience in mind.

All paragraphs should either include or imply a topic sentence. Likewise, either a transitional word or sentence should serve as a segue to the next paragraph, thus providing a logical flow to the paper/presentation.

Create an initial fact list (this will be the basis of your outline) and use this list to ascertain that you have included all pertinent information in your report/presentation.

Before you begin the rough draft of your paper, decide if you are going to use an inductive or deductive style of presenting your information. An inductive style presents the facts followed by a general conclusion, and a deductive style states a general conclusion first and follows it with the supporting facts and information. 

Check List 
1. Introduction: Are the purpose and emphasis clear? Is there a smooth transition to the body of the text?

2. Prewriting

2.1. Audience

2.2. Fact list

2.3. Outline

3. Writing the draft

3.1. Flow: Are transitions smooth?

3.2. Is it an inductive or deductive presentation?

4. Revision

4.1. Coherence

4.1.1. Is the organization logical?

4.1.2. Are the subject and purpose of each paragraph clear?

4.1.3. Is the information complete?

4.1.4. Do any of the paragraphs contain either an excessive or inadequate number    

            of facts? 

5. Style

5.1. Is the paper written in a consistent voice?

5.2. Are there any sentence fragments, run-on sentences, or non-parallel 


   
  sentence constructions?

5.3. Is there any wordiness or redundancy in the text?

5.4. Is the grammar usage standard?

5.4.1. Subject/verb agreement

5.4.2. Pronoun - antecedent agreement

5.4.3. Modifier placement

5.4.4. Infinitives

6. Mechanics and Usage

6.1. Spelling

6.2. Punctuation

6.3. Capitalization

7. Graphics

7.1. Does the graphic follow introductory text?

7.2. Are all tables and figures labeled consistently according to the specified format?

For additional information, please contact gpalmer@ece.gatech.edu
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