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COURSE OVERVIEW 

Report writing is an essential skill for both the individual and the technical 

professional. The ability to communicate clearly, both internally and externally, is 

a key factor in determining success. 

This report writing course will help you prepare, structure, write and edit 

excellent reports. You will learn how to analyse your audience and tailor the 

content to their specific needs, compose targeted messages, structure your 

document for maximum impact and write clear and concise reports that meet your 

organization’s business objectives.  

This highly practical program aims to help the participants with all the aspects of 

business writing including, structure, acceptable style, editing and efficiency in 

defining the purpose of the document. It also looks at the ways in which layout and 

graphics can help in producing a first class document. 



COURSE OBJECTIVES 

At the end of this course delegates will be able to: 

• Confidently write reports that achieve results 

 

• Follow a systematic approach to reduce time 

 

• Use correct and plain English 

 

• Structure the information into a logical sequence 

 

• Adopt a reader-friendly style 

 

• Write persuasively using relevant information 

 

• Ensure that specialists and non-specialists will understand the report  

 

• Develop a well-structured document 

 

• Use diagrams, tables and charts to support and enhance 

 

• Produce reports that achieve their goals 

WHO SHOULD ATTEND 

This course is for those who feel reasonably confident about their writing skills but 

need to improve and develop their skills in specialist report writing. 

COURSE DURATION 

2 Days 

COURSE LANGUAGE 

English 

PROGRAM METHODOLOGY 

This program will be a workshop style format involving practical exercises with 

templates to produce the report writing skills needed in today’s environment. 

 



COURSE OUTLINE 

 

UNIT      TOPIC         

MODULE 1:   What Makes an Excellent Report 

Session Activities:  Introduction: It’s all About the Reader   

    Exercise: Worst Reports     

    Summary: Program Aims                

    Technique: Flowchart 

    Procedure: Eight Important Questions    

    Exercise: Specific Reports    

    Activity: Technical Reports    

    Summary: Writing Objectives    

 

 

MODULE 2:   Planning Your Report 

Session Activities:  Introduction: Brain Writing     

    Exercise: File Cards      

    Discussion: Sun Diagrams     

    Technique: Mind-Mapping     

    Exercise: Mind-Maps     

    Technique: Gathering Information    

    Exercise: Report Content    

 

 

 

  



MODULE 3:   Organizing Your Report 

Session Activities:  Discussion: Types of Reports    

    Exercise: Cover Sheets     

    Lecture: Executive Summary    

    Activity: Logical Order     

    Discussion: Three Types of Reports   

    Discussion; Detective Approaches    

    Exercise: Choosing Your Approach   

    Discussion: The Pyramid Principle    

    Case Study: Canteen Accident    

 

 

MODULE 4:   Presentation of Reports 

Session Activities:  Introduction: Memorable Reports    

    Exercise: Interesting Reports    

    Discussion: Layout Styles     

    Activity: Graphics, Illustrations    

    Discussion: Papers, Covers, Binding   

    Introduction: The Last Stages    

    Discussion: Editing      

    Technique: Writing the Executive Summary  

    Exercise: Proofreading     

     

              

 

 

  



MODULE 5:   Putting it all Together 

Lecture: Writing Style Tips    

    Exercise: English Grammar 

    Summary: Printing and Finishing   

    Discussion: Technical Reports    

    Case:  A Professional Technical Report   

    Activity: Report Quiz    

    Checklist: Technical Report Writing                       

     

 

 

MODULE 6:   Writing and Presenting the Final Report 

Session Activities:  Introduction: Choosing Your Subject   

    Activity: Producing the Actual Report   

    Activity: Report Presentation    

    Discussion: Group Review     

    Summary: Overall Views 

 

    Course Summary      

 

APPENDIX   Common Types of Reports  

 

 

  



DESCRIPTION OF TOPICS TO BE COVERED UNDER EACH MODULE 

 

MODULE ONE 

Topic 1 - It’s all about the reader  

In this topic we show that we are writing a report for the reader, who may or may not 

be technical but the way we present the information is tailored to the needs of the 

audience rather than our needs. 

Topic 2 – Worst Reports 

In this exercise we list what makes a bad report and by doing this exercise we 

realise what to avoid when we are writing a good technical report. 

Topic 3 - Program Aims 

In this topic we work through a series of questions to structure our thoughts to avoid 

writing a rambling report with too much unimportant information. 

Topic 4 – The Flowchart 

The flowchart is the key to an excellent report structure, here we list all the important 

steps to follow in order to produce the right report. 

Topic 5 – Eight Important Questions 

These are the questions that will always be asked before starting the report, so that 

the writer knows the correct direction to take. 

Topic 6 – Specific Reports  

Here we review some specific reports that the delegates will be required to write, and 

how they are to be structured. 

Topic 7 - Writing Objectives 

This simple process to confirm the objective always leads to the right information 

being included in the report. 

 

MODULE TWO 

Topic 1 – Brain Writing 

The objective here is to brainstorm the possible content for the report by 

differentiating between CONTENT and STRUCTURE. 



Topic 2 – File Cards 

The file card approach is just one method of brain writing which allows the delegate 

to structure thoughts for content in order of importance. 

Topic 3 – Sun Diagrams 

This is another method to develop a structured thought process for developing the 

content of the report. 

Topic 4 – Mind Mapping 

This exercise is a continuation of the sun diagram where the content and structure 

come together to develop the framework for a well-presented report. 

Topic 5 – Gathering Information 

This topic deals with how to request information in a specific way. 

Topic 6 – Report Content   

This is an exercise in taking the objective and developing the report content. 

 

MODULE THREE 

Topic 1 – Types of Reports 

Here we present the three categories of reports, i.e. reports for Information, 

Research and Proposals. 

Topic 2 – Cover Sheets 

Here we look at designing an appropriate cover sheet for the report 

Topic 3 – Executive Summary 

The job of the writer is to how to develop an executive summary where the reader 

can extract the information as they need it as quickly as possible. 

Topic 4 – Logical Order 

Again, the structure of a logical order is emphasised in this topic. 

Topic 5 – Three Types of Report 

A detailed look at the 3 types of report; Information, Research and Proposal  

Topic 6 – Detective Approaches 

Two examples of how proposal reports can be written. 



Topic 7 – Choosing Your Approach 

An exercise where the delegates develop a framework for the report  

Topic 8 – The Pyramid Principle 

This is an example of structured communication where the solution is proposed and 

the logical argument follows. 

Topic 9 – Canteen Accident 

A complete example of a technical investigation into an accident.  

 

MODULE FOUR 

Topic 1 – Memorable Reports 

This is about presenting information with interesting starts and ends using a well-

structured flow process in the middle. 

Topic 2 – Interesting Reports 

An exercise on the above. 

Topic 3 – Layout Styles 

How design the  to layout of the report so the information is clearly presented.  

Topic 4 – Graphics, Illustrations 

Here we review all the different types of graphics and illustrations one can use in a 

report. 

Topic 5 – Papers, Covers, Binding 

This is about the physical construction and appearance of the report because it really 

does matter. 

Topic 6 – The Last Stages 

In this topic we go through the final checks and actions to take before the distribution 

of the report. 

Topic 7 – Editing 

Here we explain what editing is and what it is not 

  



Topic 8 – Writing the Executive Summary 

Now the writer is in a position to write the summary of the report so that senior 

personnel can get a quick review of what the report is about. 

Topic 9 – Proofreading 

Exercises in proofreading and correcting mistakes. 

 

MODULE FIVE 

Topic 1 – Writing Style Tips 

Tips on good writing styles, sentence length, paragraphs etc. 

Topic 2 – English Grammar 

Whether to use passive or active sentences, overuse of words etc. 

Topic 3 – Printing and Finishing 

Preparing for printing, converting to pdf format to avoid slippage. 

Topic 4 – Technical Reports 

Case study on a report 

Topic 5 – Quiz 

Short quiz on the case study. 

Topic 6 – Checklist 

A comprehensive checklist for the delegate to follow in order when writing their 

report. 

 

MODULE SIX 

Topic 1 – Choosing a Subject 

The group will each select a subject of a technical area on which they may be 

required to write a report. 

Topic 2 – Producing the Actual Report 

This where they put into practice preparing a draft of the correct layout for their 

technical report. 



Topic 3 – Group Presentation Review 

Comments from the group on sample reports presented. 

Topic 4 – Appendix of Reports 

An overview of examples of different types of reports for reference when the 

delegates return to work and begin their own technical report. 

  


