
Writing and Creating the 
Technical Report



Overview



1. Planning the technical report

• 1.1 General overview of all required work 
steps

• 1.2 Accepting and analyzing the task

• 1.3 Checking or creating the title

• 1.4 The structure as the “backbone” of the 
Technical Report

• 1.5 Project notebook (jotter)
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Writing and Creating the Technical 
Report

• 2.1 Parts of the Technical Report and their layout

• 2.2 Collecting and ordering the material

• 2.3 Creating good tables

• 2.4 Instructional figures

• 2.5 Literature citations

• 2.6 The text of the Technical Report

• 2.7 Using word processing and desktop publishing (DTP) 
systems

• 2.8 Creating slides with presentation graphics programs

• 2.9 Completion of the Technical Report



Parts of technical report

• 2.1.1 Front cover sheet and title leaf

• 2.1.2 Structure with page numbers = Table of 

Contents (ToC)

• 2.1.3 Text with figures, tables, and literature citations

• 2.1.4 List of references

• 2.1.5 Other required or useful parts



Keep in mind the following remarks



Parts of the technical report



Parts of the technical report



1. Front cover sheet and title leaf

• Having chosen the best title

• Front cover sheet and title leaf is a must

• Inner title leaf

• Outer front cover sheet

• Inner and outer title are identical, when?
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1. Front cover sheet and title leaf

Handwritten drafts of a dissertation (centered and left-justified)



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf



1. Front cover sheet and title leaf 
checklist



• Create your own front cover and title leaf…



2. Table of contents

• Backbone of the technical report

• Must always have page numbers


