Course Outline for two-day Technical Report Writing by Les Wiggill:
Day one:
Introduction


Outcomes

The purpose of Technical Reports


The importance of Readability


Pre-assessment Exercise


The Fog Index
 & Exercises


Flesch Reading Ease


Flesch-Kincaid Grade Level


Examples of different Levels of Readability


Self-evaluation of Readability Grade Level


The value of good Report Writing


The Central C’s of great Report Writing


Construction of good Sentences


Exercise – constructing good Sentences


Construction of good Paragraphs


Exercise – constructing good Paragraphs by sequencing of Sentences


Exercise - Break this passage up into Paragraphs

The Technical Communication Style


Determining the Reader Profile


Understanding the different Personality/Character Temperaments

Exercise – understanding your own Personality Type


Overview of the Technical Communication Process
     

Different phases of the Report-writing process

The Structure of the Technical Report


The importance of putting forward a ‘Hypothesis’ or ‘Argument’


‘Brainstorming’ and ‘Mind mapping’ Techniques


Exercise – Using the ‘Brainstorming’ Technique


Categorisation



Day two:

Exercise – Applying the ‘Mind Mapping’ Technique


Mid-assessment – Individual Exercise


The ‘Purpose Statement’ for the Report


Exercise – Discuss a Project Topic 


Criteria for an effective ‘Purpose Statement’



The relationship between the Report ‘Title’ and the ‘Purpose Statement’


Examples of ‘Purpose Statements’ and/or ‘Titles’


How to use Bloom’s Taxonomy in developing effective ‘Purpose Statements’


Exercise – Develop an effective ‘Purpose Statement’



Developing the Report ‘Introduction’



What should be included in the Report ‘Introduction’


Exercise – create the ‘Introduction’ for your Report


Different Models of Report Design and ways to organise the Premises


Choosing the right Report Design to best suit your ‘thesis’ or ‘premises’


Developing the ‘Main Body’ of the Report


Justification – supporting your ‘premises’ and using Statistical Data


Statistical Data – what goes into the ‘Main Body’ and into the Appendix


Conclusions and Recommendations


The ‘Executive Summary’ or ‘Abstract’


Descriptive vs Informational ‘Executive Summaries’



Tips on writing really effective ‘Executive Summaries’


Post- assessment – Individual Exercise


Report Covers



Referencing Techniques


Bibliographies
- a list of Sources


Pre-assessment Exercise


Mid-assessment Exercise


Post-assessment Exercise


Language Life-Savers
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