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Overview
Many professionals lack confidence in their report-writing skills, and 
feel that their credibility suffers because their written reports are 
not a fair reflection of their expertise. Anyone involved in technical 
work will quickly discover the challenges presented when trying to 
communicate their ideas, information, proposals or recommendations 
to colleagues and clients. All too often, the impact of many hours of 
work can hinge on the ability to explain the results effectively to others. 

Executive summaries are increasingly important: they make an initial 
impact, particularly on senior decision makers or management, 
and may be used by readers who will never need the full report. 
The course includes discussion of how to write an effective and 
engaging summary and the opportunity to put ideas into practice.

Learning outcomes
On completion of the course, delegates will:  
•	 have a clear understanding of identifying their audience and 

the needs of their readers e.g. decision makers, infrastructure 
designers, the public

•	 know how to design a document structure to effectively deliver 
their message 

•	 appreciate how to identify the necessary content and have an 
appropriate layout 

•	 be much better able to write clearly and unambiguously
•	 know the readily available tools to assist with report writing 
•	 have an appreciation of how to structure data to achieve maximum 

impact
•	 know how to revise and thoroughly check the document
•	 be able to present the report effectively to achieve reader 

understanding, acceptance and buy-in
•	 be able to reference and quote correctly and following guidelines 

around copyright and reproduction

Who should attend
This programme is suitable for transportation practitioners at all levels 
wishing to improve their technical writing skills; it is also particularly 
useful for those new to technical report writing in a business and 
consultancy context.

Topics covered
•	 Planning your report 
•	 Structuring specific technical reports eg infrastructure design, traffic 

management, action planning, public consultation, policy papers
•	 Reader-friendly formatting and layout
•	 Editing
•	 How to use software aids for better writing
•	 Grammar and styling
•	 Assessment of your writing style
•	 Plain language writing for a non-technical audience 

Programme*

Arrival and registration 
Introduction and objectives
•	 Technical reports - their purpose, importance and problems

Planning the production of the report
•	 Establish scope, purpose and objectives
•	 Understanding the audience/readers
•	 Report structure and sequence

Break 
First Draft
•	 Going from the plan to the draft
•	 Determining style and audience 
•	 Punctuation and grammer, plain language
•	 Use of diagrams and illustrations
•	 Conclusions and recommendations
•	 Using references and bibliography
•	 Gather contributions 

Giving and receiving constructive feedback
•	 How to do an effective review
•	 Subsequent drafts 

Editing
•	 Editing to make it clear, concise and correct
•	 Grammar and style checkers
•	 Executive Summary

Validation
•	 Getting it all signed off
•	 Going from the draft to the finished report.

Lunch 
Pulling it all together
•	 Proofreading
•	 References and glossary
•	 Implementing best practice at work.

Workshop 
 
Break 
Supporting content with layout and illustrations
•	 Navigational aids
•	 Contents lists
•	 Crafting headings to guide your readers through the document
•	 When and where to use illustrations and other support material
 
Tools to help you 
•	 Using templates to create a consistent layout
•	 Hiding the metadata in Word documents
•	 Handling version control of the documents

Close 

* Please note that that this is a preliminary course programme and is subject to change
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Registration Form
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Terms & Conditions

1 Registration Form Applications should be made on the official registration form. Photocopies are accepted. One form should be completed for each delegate attending the event. It is important that all sections are 
completed legibly. Delegates are advised to retain a copy of the registration form for reference before sending. 2 Fee Fees include attendance at lectures, lecture notes, lunch and all refreshments  unless otherwise 
indicated. Fees do not include overnight accommodation, breakfast and evening meals unless stated. 3 Acknowledgement Receipt of a registration form will  be  acknowledged by email, delegates will be sent an invoice 
and an email of  acknowledgement. Joining instructions, including a map, will be sent to each  delegate by email approximately one week before the start of the event. 4 Payment Unless otherwise stated payment in 
full must be made at the time of booking. All prices are exclusive of VAT, unless stated otherwise. 5 Cancellation All cancellations, or alterations to a booking, must be received in writing. To avoid cancellation penalties, 
substitutes will be accepted at any time, if notified in writing and in advance of the event. Adjustments in fees will be made if there is any change in fee category. Cancellations received in writing up to 7 days before an 
event will be subject to an administration fee of £75 + VAT or the event delegate fee whichever is the lower. Cancellation within 7 days of the event date or a ‘no show’, will be liable for the full fee. 6 Disclaimer PTRC 
reserves the right to vary the  programme and to cancel an event if it is under subscribed or for any other reason. In the event of cancellation, where reasonably possible, PTRC aims to give delegates at least one weeks’ 
notice and the fee will be refunded in full. PTRC will not be held liable for any pre-booked travel, accommodation or similar costs incurred under any circumstances whatsoever. 7 Data Protection Details will be held on a 
database in  accordance with the 1998 Data Protection Act. Information will be used for internal marketing purposes only and will not be shared with any external organisations.


