
 

The title page normally 

also includes the name 

of the person or 

organization receiving 

the report, but the 

authors have chosen to 

include this and some 

other information on 

the following page, 

presumably to give 

more impact to the 

visual elements of this 

title page. 



 

  



 

The pages up to and including the list of 

tables and figures are paginated in lower 

case Roman numerals, to distinguish them 

from the report itself. This first section is 

called the orientation section (or the 

navigation section).  

This is essentially a 

completion report, but 

one that is written by 

students on a project 

completed by 

professional 

surveyors. The 

students are not 

reporting on their 

own work.   



 

Acknowledgments are generally placed on 

a page of their own. Occasionally they 

may be placed on the same page with the 

disclaimers, as long as these two sections 

fit on a single page.  



 



 

 

  

Start the List of Figures 

(and Tables) on a 

separate page, if they 

would otherwise break 

across the page, that is, 

if they do not fully fit on 

the page with their 

headings. 

Note that the Appendices 

are not paginated (see 

note in Appendix A). 

However, in hard copies 

of reports, the 

appendices will be 

tabbed to make them 

easy to find. In electronic 

copies, the appendix 

references will be cross 

linked in their in-text 

references.  



 

 

 

 

 

Every page of a report should have a 

proper header identifying the report 

name and page number. Note the 

change in pagination to Arabic 

numerals, generally in the top right 

corner.  

This unknown term is 

defined in a footnote 

because a parenthetical 

definition would break up 

the flow of reading too 

much. If you had multiple 

such terms, you could put 

them in a glossary 

instead.  

Note the 

reference 

citations, in this 

case the IEEE 

citation method.  



 

  

The scope of the report is 

the information that is 

included in the report and, 

just as importantly, what 

is not.  

In this case, the 

methodology section 

describes the 

methodology of the 

students writing the 

report, not of the people 

performing the surveys. 

The introductions of formal reports generally 

end with a prose outline of the report as a 

whole. A well written report will consistently 

signal to the reader how the report or report 

sections are organized. 



 

 

 

  

Note how the introduction to this section 

provides an overview of the section’s 

organization. 

Indenting by heading 

level is not necessary, but 

is another way of 

signalling heading 

hierarchy. 

Every figure and table 

must have a textual 

reference and a caption. 

Indicate the source of all 

graphics that you have 

not created yourself, but 

do so discretely. It’s there 

for reference only. We 

generally tuck it above 

the caption.  

Note that the 

introduction to this 

subsection also provides 

an outline. 



 

  

Table titles go above the table 

(where they are closer to the 

descriptive column headers). 

Figure titles go beneath the 

figure (where they are closer, in 

the case of a graph, to the 

descriptive information on the x-

axis).  



 



 

Every appendix 

should have a 

textual reference, 

just like graphics. 

Place it where the 

reader will get the 

most benefit from 

looking at the 

appendix, that is, 

where it becomes 

relevant in the text.  



 



 



 



 



 

  

“Laid out” to surveyors 

means siting and 

staking/flagging.  

Because this is a student 

report on someone else’s 

work, we see a change in 

point of view here. The 

students don’t have any 

recommendations to 

make, so we don’t have a 

recommendation section.  



 

  



 

 

 

Note that appendices tend to be lettered, 

rather than numbered, mostly to 

distinguish them clearly from the 

numbered sections in the report.  

Note that appendices are not 

paginated. This is for two main 

reasons: 1) they are not part of 

the report, but merely support 

materials, and 2) they may in 

fact be materials that already 

have page numbers on them 

(such as published articles or 

WHMIS sheets).  



 

  



 

 

 

Every separate appendix deserves a 

separate, descriptive title.  



 



 



 



 



 



 



 



 


