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Module 5 Formatting 
 
The following comments should be read as a general guide. 
 
• Ensure the Expert’s name and identifying information is on the front page. 
• If the report is of any length, a brief summary and/or conclusion and table of contents 

are very helpful. 
• Include page numbers, preferably ‘page x of x’ format. 
• Use numbered paragraphs and headings. Headings should not be upper case, use 

underlining or bold font.  
• Ensure the font is not too small (at least 12pt). 
• Use the active voice where ever possible. 
• Avoid shorthand and use full sentences. Vary the sentence length. 
• Avoid the unnecessary use of jargon or technical vocabulary, explain acronyms and 

abbreviations and if necessary, provide a glossary. You may wish to highlight terms 
explained in the glossary in your main text e.g. in bold.  

• Use technical terms consistently. 
• Appendices can be used for detailed information reducing the complexity of the body 

of the report.  
• The content should be logically laid out (sequential item numbers, chronological 

etc.). 
• Utilise figures, tables and photographs. Include table headings and figure/picture 

numbers/descriptors 
• Increase visual appeal and reader accessibility by using white spaces, wide margins, 

1.5 or double line spacing. Avoid crowded or cluttered pages. 
• Use descriptors instead or in addition to identification numbers to promote clarity. 

Include a curriculum vitae, tailored to the Expert’s expertise in relation to this matter. 
• The report should not be written to advance a particular party’s position, and 

speculation and conjecture should be avoided. 
• Clearly identify if a number of reports are expected to be issued (e.g. preliminary 

finding) or have been previously issued. 
 

The Introduction should contain details regarding: 
 
The Expert’s qualifications and experience; 

• How are they relevant; 
• How can currency be demonstrated; 
• The breadth of the Expert’s reading and research; 
• Any engagement in continuing professional development; and 
• Any personal involvement in research/ publications/ teaching. 

 
Who, where, when, why; 

• Any other person/s present; 
• The length of time it took; 
• Contact with anyone else; and 
• Acknowledgement of the code of conduct if applicable. 
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Sources of information; 
• Who told the Expert what and when? 
• What other information was given? 
• What other information did the Expert make use of? 

 
List of the applications/techniques/methods used, ensuring that all explanations are in plain 
English; 

• Examination technique(s) and references; 
• Test method(s) and references; 
• Limitations to examination / testing (lighting, small sample size, sources of 

uncertainty), if any; and 
• Calculations. 

 
Overall opinion; 

• Ensure that there is a clear distinction between facts, assumptions and opinions; 
• Ensure that explanation as to the reason for the making of assumptions and the 

forming of opinions is given; 
• Explain any alternative explanations and why they were discounted;  
• Ensure that all conclusions are clear and free of bias; and 
• Although at Common Law, Experts could not comment on the ‘Ultimate issue’, this 

has been amended by legislation in most States/Territories. The ‘Ultimate issue’ is 
the matter for the court – did the person commit the offence; are they liable?  It is the 
role of the court to decide the ‘Ultimate issue’, the role of the Expert is to assist them 
to understand the effect of facts when making that decision. Under legislation, 
Experts may now be asked to comment on the ‘Ultimate issue’ in some 
circumstances. 

 
With respect to your report 

• Evidence should be pitched to meet the understanding of the decision makers (be it 
the Judge, the Jury, a Tribunal Member etc) 

• Avoid telling the decision makers what to do or what to think 
• Establish who you are and what your credentials are to show that you are an Expert 

in this field 
• Base your evidence on the fact that you used a recognized methodology to gather 

and collect your evidence 
• Base your evidence on the facts  
• Stay within your area of Expertise 
• Avoid over confidence – ego can be a problem 
• Avoid or explain Technical jargon 
• Avoid the use of confidential information 
• Identify issues to be addressed  
• Identify facts and assumptions outlined 
• Identify and explain tests & analysis 
• Summarize your reasoning & methodologies  
• Identify any shortcomings or qualifications that should be made 

 


