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How To Write a Technical Report

Lynn M. Kuitems Henk

Srethief Aojusd us

“How to Write a Technical Report” adapted by Lynn M. Kuitems Henk
from Pocket Book of Technical Writing for Engineers and Scientists,

3rd ed. by Leo Finkelsteing, Jr. ©2008.

Introduction Being an effective technical writing is becom-
ing increasingly important, especially in our modern, high-
technology society. If an engineer cannot communicate
what they know to those who need to know it then they are
often perceived to lack merit. In engineering and science,
being able to put your ideas into a report form that others

can use easily and effectively is the key to success.

Definition of Technical Writing Technical writing is precise,
objective, direct, and clearly defined report writing. It
avoids the use of rich metaphors and figures of speech, sub-
stituting instead, exact, empirical data with a relatively low
level of abstraction. It often uses visuals because this is the
most concrete and precise way to communicate information
to the audience. The audience is very specific and is expect-
ed to have a level of expertise in the engineering or science
area being reported. Specific labels and clear definitions are
expected to restrict the reader’s freedom of interpretation so

that only the one intended meaning can be concluded.

Description Technical writing deals with technical informa-
tion. Technical writing relies heavily on visuals. Technical
writing uses numerical data to precisely describe quantity
and direction. Technical writing is accurate and well docu-
mented. Technical writing is grammatically and stylistically

correct. Technical writing must also be ethical writing.

Precision is the art and craft of technical writing. Items must

be defined and described with data, analysis, photographs,

14 © 2011 Technologia gia Basileia

diagrams, charts and specialized language. Complex infor-
mation must be clearly and precisely communicated for the
audience and the purpose at hand. Clarity and precision are
the overriding goals for any technical writer, and under-
standing the audience and the purpose is the primary way to

achieve those goals.

The purpose must always be well-defined in advance and is

usually imposed by someone other than the writer.

Evaluation How well a technical writer has written a docu-
ment depends upon: (1) how well the reader understands,
precisely, the writer’s intended meaning and (2) how well
that understanding fulfills the intended purpose. Effective
writers consider the potential audience or reader’s knowl-
edge, skill level, and specialization; the writer fully re-

sponds to the needs of the audience.

Strategy for Technical Writing: Before writing, answer the fol-

lowing questions
1. What is the purpose of the report?

2. What is the audience’s level of knowledge, skill or spe-

cialization?

3. What are the definitions needed for understanding the

technical terms being used?
4. What formulas or numerical data must be presented?

5. What is the most precise and concise method of present-
ing that data? (Charts, diagrams, photographs or other visu-
als)
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