Evaluation form for Technical Reports

Date:








Author:

	Component


	score
	remarks

	Elements (These elements should be found in the report in the listed order)

	The title page

· is complete

· clearly indicates the topic of the report
	
	

	The preface

· shows the framework of the report
	
	

	The table of contents 

· is complete

· does not contain errors in organisation

· shows coherence of the chapters

· informative titles

· titles show the relationship between first, second and third level sections
	
	

	The list of figures (in order of appearance) (optional)
	
	

	The list of tables (in order of appearance) (optional)
	
	

	The figures and tables

· all have a title and number

· can be understood without the text (e.g. have a legend)

· if copied, contain a reference

· are referred to in the text
	
	

	The list of symbols and abbreviations 

· is alphabetical (Roman symbols first, Greek next)

· defines all important symbols and abbreviations in the report
	
	

	The abstract (executive summary)

· contains:

· background / problem

· purpose statement

· method

· support for the conclusions

· conclusions
· is concise

· can be read as a stand-alone document
	
	

	The introduction

· contains 

· background information to the problem

· purpose statement

· method

· restrictions

· a motivated  structure overview
	
	

	The body of the report (see internal structure)
	
	

	The conclusions

· restate the Purpose statement and indicate to what extent the purpose has been achieved

· follow logically from previous chapters

· can be read as a stand-alone document
	
	

	The recommendations

· follow logically from the conclusions

· are practicable for the intended readers

· can be read as a stand-alone document
	
	

	The references

· meet the requirements concerning format

· contain only titles that are cited in the text

· contain all titles that are cited in the text
	
	

	The appendices

· each have a title and number

· are all referred to at least once in the text
	
	

	Internal structure

	Chapters

· have been purposefully subdivided into second and third level headings

· start with an introduction to the chapter

· follow logically from each other, the steps are easy to follow
	
	

	Paragraphs

· start with topic sentences

· are not too long; each paragraph deals with one topic

· are grouped when necessary
	
	

	Lists

· contain a limited number of items (no more than six)

· contain items that belong together

· use uniform grammar
	
	

	Argumentation and validation

	The text:

· offers a clear description of the alternatives.

· explains why these alternatives are feasible

· compares alternatives systematically by using set criteria

· shows strengths and weaknesses for each alternative in a multi-criteria analysis

· offers a convincing, substantiated choice for one or more alternatives or explains why a choice cannot be made (yet)
	
	

	Sources

	· all ideas, fragments, figures and data that have been quoted from other work have a correct reference in the text and in the bibliography

· literal quotations are indicated by using quotation marks and page numbers

· paraphrases are not too close to the original
	
	


	Style

	Formulation is

· clear: explanations can be easily understood; sentences are not too long

· concise, without resorting to telegram-style

· attractive: sentence length is varied, examples are used where necessary

· correct: no spelling or grammatical errors, correct use of punctuation
	
	

	Format

	The report looks functional and attractive; specific information is easy to find:

· functional font (type and size)

· subheadings are easily recognisable
	
	

	Overall score:

poor  - mediocre - satisfactory - good - very good – excellent
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