KEY SECTIONS OF A TECHNICAL REPORT (COMPUTING)

	Title Page
	Title of the topic

Include the student ID number, due date for the assignment, name of the tutor or lecturer who requested the report, course number and name

	Executive summary
	Summary or the main contents of the report.

Usually half to one page in length.

State the topic of the report 

Outline your approach to the task if applicable 

Give the most important findings of your research or investigation, or the key aspects of your design/project

State the main outcomes or conclusions and/ recommendation if required

	Table of contents
	List the main sections of the report, indicating the page on which each section begins.

Number the sections by the decimal point numbering system

	Introduction
	Include the background to the topic of your report to set your work in its broad context 

Give a clear statement of the purpose of the report, usually to present the results of your research, investigation, or design 

Provide a clear statement of the aims of the project, technical background necessary to understand the report; e.g. theory or assumptions 

Include a brief outline of the structure of the report if appropriate 



	Findings/Discussion
	Cover the work done and what you found.  

It should contain all results and a discussion which explains how you interpreted them. 

Divide into topics which are arranged in a logical order with headings and sub-headings.

Use paragraphs

Data should be analysed, itemised and presented in sequence

Use graphs and pictures to illustrate your results.



	Conclusion(s)
	State whether you have achieved your aims 

Give a brief summary of the key findings or information 

Highlight the major outcomes of your investigation and their significance



	Recommendation(s)
	Suggest what should need to be done based on the outcomes/results of investigation if any

	References
	Alphabetical list of all sources referred to in the body of the text

	Appendices
	Additional information (e.g. raw data, calculations, graphs)

· each appendix must be given a number (or letter) and title and must be referred to by number (or letter) at the relevant point in the text.
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