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1 Introduction: 
 

1.1 Although no Performa exists for the compilation of an Investigation and reconstruction report1, 

there are certain requirements that are necessary from a legal, technical and logical aspect that 

guide the setup, layout and content of a report. It is these legal, technical and logical aspects that 

will be consider and brought to your attention.  

 

1.2 Although reference has been made to investigation & reconstruction reports, it is generally 

understood that various “other” technical or specialised reports may be required that do not 

necessarily constitute a reconstruction report. For example, a report covering the issue of the 

likelihood of a vehicle having lost control through a puddle of water, where the resulting loss of 

control and damages incurred are not in dispute, simply the specific contribution of the presence 

of the water to the loss of control is being questioned. This may be referenced to as a cause 

analysis type report. Nonetheless this type of reports remains of a forensic2 nature. 

 

1.2.1 Similarly, although we deal moreover with a crash investigation & reconstruction style 

report, the principals and guidance provided are applicable to all forensic style reports. 

   

1.3 All too often we see particular attention being paid to the collection and consideration of the 

evidence, or the somewhat “hands-on” section of the report. However, the art of compilation and 

presentation (prose) for the purpose of testimony thereon, is where many specialists fall short. 

There are various reasons why the art of report compilation and presentation is usually lacking. 

This includes the tedious nature of the compilation of such reports and therefore the expense 

relating to the time taken, or the lack of literary skill or training. 

 

1.4 It is important that we understand the need to compile reports that fulfil their specific 

requirements, this therefore suggest that specialised reports need to contain the “Four C`s” of 

report writing3, namely Clarity, Completeness, Conciseness and Correctness. 

 

1.4a Clarity; the report will be used by people who usually do not have your knowledge, so 

ensure that clarity is made by using the correct terminology and that where need be, this 

terminology is explained and/or written in “layman’s” terms so that the point being made 

is clear. 

 

1.4b Completeness; make sure that all possible available evidence is at hand and used, or at 

least reviewed for consideration as this will ensure that your report is as complete as 

reasonably possible. 

 

1.4c Conciseness; Strike a balance and address the issues that need to be addressed and clarify 

them accordingly, do not brief over evidence too lightly or delve too deeply into issues 

where this is not required.  

 

1.4d Correctness; As a technical document, checking your entire document, including your 

findings, calculations, cross references, diagrams, placement of items, spelling, technical 

terms and grammar is crucial. This could be the difference between being of assistance to 

your client or destroying their case and causing unnecessary embarrassment to them and 

yourself.      

 
1 This may be a simple single-issue report, a more detailed technical report, or a comprehensive report covering various levels 

and issues, or perhaps a review of other works or reports    
2 See section 6 - Glossary – synonyms 
3 Bibliography references no 7.1a – pg. 4 
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1 Introduction: – continued: 

 

1.5 In establishing these basic requirements as guidelines to report compilation and presentation, 

along with the re-iteration of the use of correct terms and names for various evidential factors 

referenced to; we will not only assist our own profession in setting higher standards, but assist 

ourselves in creating an accepted standard among all of our clients. 

 

1.6 It is usually evident that those experts or specialists that have attained some level of academic 

education, are long standing practitioners, and have been required to testify, have a clearer 

insight as to the purpose, requirements, general layout and setup of specialised reports. This is 

either from training or simply from having seen or reviewed similar reports, documents or 

academic literature. 

 

1.6.1 By comparison, those experts or specialists that have a somewhat more hands-on 

background and are relatively inexperienced generally fall short in this department. 

Nonetheless; there is always room for improvement across the board. 

 

1.6.2 Experience generally allows one to realise their mistakes or short comings and with this 

notion in mind, we see that long standing experts or specialists have generally progressed 

their reports to acceptable or superior levels. 

 

 

2 Understanding the purpose of the report – the use: 

 

2.1 The nature of any expert report, or for that matter any specialized report is typically for use in 

litigation4, be it criminal or civil, or perhaps to a lesser extent in departmental hearings and the 

like. Nonetheless, this therefore allows the indication that these reports are therefore of a forensic 

nature. 

 

2.1.1 The nature of just about any report compiled for a traffic accident (Crash) and the 

subjects relating there to, usually contain extensive technical jargon, specific references, 

calculations and opinions, typical of a forensic report.  

 

2.2 It is crucial that we understand the purpose of the report, as this defines not only the specific 

issues or content to be addressed therein but also the extent of the report. This therefore has an 

affect on the layout or format of the report. The purpose of the report can have two meanings and 

are largely to be understood as follows: 

 

2.2.1 For what type of action is the report to be used; understanding that the client only wants 

to know if the tyre in question blew out pre accident for a civil action, clearly allows the 

understanding that this report will generally be shorter and somewhat simpler than that to 

be used in a criminal matter. In a criminal matter, a full reconstruction report, questioning 

the possibility of a wheel bearing failure having caused or contributed to the loss of 

control of a vehicle travelling at 120km/h for a multiple culpable homicide case, would 

certainly be far more detailed.  

 

 

 

 

 
4 See section 6 - Glossary – synonyms 
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2 Understanding the purpose of the report – the use: - continued: 

 

2.2.2 What is the client trying to determine; reports are typically requested in order to establish 

or clarify a certain fact. It is not the norm for a client to request a very general report. As 

an example, we see an extract below of the specific requests set out in the instructing 

letter to the expert and from this it can be determined that what is actually being 

requested is a full reconstruction report. 

 

2.2.2a Attend at the scene of accident with the witnesses and client and evaluate their sighting position, 

recollection of events in general and recollection of the physical evidence seen by them. 

 

2.2.2b Consider their evidence and compile the necessary diagrams and measurements 

 

2.2.2c Take photographs and video footage of the scene in general for litigation purposes 

 

2.2.2d Where possible all indications must be made as to the manner in which the accident occurred, the 

cause of the accident and any contributing factors. 
 

  2.2.2.1 A further example may be a somewhat simple instruction and may read as follows: 

 

   2.2.2.1a  Offer an opinion on whether the supplied tyre suffered a blow-out pre impact. 

 

2.3 Although all expert reports are to be impartial and as accurate as possible, it is wiser that the 

context in which the report is to be used, its purpose with reference to the type of action or 

litigation being pursued, is known to the writer. This is important as there may be fundamental 

differences that need to be included or considered when compiling the report, although this may 

not always be the case. As an example of this: 
 

 2.3.1 Whereas in a criminal charge it may not be possible for you to conclusively prove a

 certain aspect “beyond a reasonable doubt”, in civil consideration you may well be able to

 indicate the likelihood of a certain aspect on a “balance of probability”. 
 

2.3.2 Further, any examination of vehicles, where a criminal charge is being pursued, may 

require that you obtain specific written access to the vehicle through the SAPS if the 

vehicle is held5 by them. Whereas in a civil matter this may be permission from the owner 

of the vehicle, or perhaps not required at all. These differences may need to be 

documented as necessary in the report. 
 

2.4 It is important that when instruction is taken, that this instruction clearly sets out the specific 

requirements of the report. These instructions largely define the purpose of the report and act as a 

guide to the content, extent and to some point the layout of the report. The instructions also serve 

as a safety measure to the expert in validating his/her instruction and as such all instructions 

should be in writing. You may also find it difficult to obtain general co-operation in many 

respects of your pre-report investigations without a documented appointment or instruction.   

 

2.4.1 It is for this reason that it is often prudent to request a meeting with the instructing client 

and discuss the matter with him/her before a written instruction be given. There may well 

be extra issues that need to be addressed or highlighted by the expert in order to reach the 

indication or conclusion being sought. 
 

 
5 Typically stored as an exhibit in the SAPS 13 register 
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2 Understanding the purpose of the report – the use: - continued: 
 

2.5 The writer of a report must understand that as an expert (specialist), regardless of the fact that 

he/she is employed by a particular party6 in a dispute, such forensic reports and the evidence 

lead thereon has been requested by his instructing clients for the purpose of assisting the decision 

makers7 in making the right decisions. Therefore, the expert is considered a “friend of the court”. 

 

 

3 Understanding the requirements of the report – the content: 

 

3.1 Reference has been made to traffic accident reconstruction as the Puzzle analogy8, where the 

analysis of the accident is the understanding of each piece of evidence this being each piece of 

the puzzle and where they fit and in so doing, assembling a jigsaw puzzle. 

 

3.1.1 It is the pieces of the jigsaw that have been collected, or that need to be collected, 

deciphered or understood and assembled that allows us to view the final product. This is 

the content and results of the final report. 

 

3.1.2 The understanding of traffic accidents as a whole, consists of an extremely diverse field 

of knowledge, covering such subjects as environmental, medical, mechanical, 

mathematical, dynamics, photography and psychology to mention but a few. As such the 

extent of the content of a report, or the number of jigsaw pieces, may be quite vast in 

order to determine the final picture, result or conclusion. 
 

3.2 Perhaps the actual technical content of the report is a completely separate issue. Common sense 

would prevail in expecting that the expert or specialist would have a comprehensive knowledge 

of his/her particular field and therefore of the specific technical content of his/her report. 

Nonetheless, without delving too far into the issue of technical content, we need to briefly 

address this issue. 
 

3.2.1 It is important that the technical content of the report be compiled with the notion that the 

end users do not understand the subject and content of the specific field of the report and 

that therefore the writer must, where necessary, explain. For example, the specifics of 

such things as the meaning of certain evidence and the manner in which he/she has 

calculated or deduced certain factors, or come to particular conclusions.  
 

3.2.2 The report writer must make every attempt to be unambiguous when expressing 

his/herself and must state what he/she means and must not assume that the reader will 

simply understand or “get the gist of it”. Where necessary, the detailed technical 

explanations and if possible, broken down into suitable lay-man description, should 

inform the reader.  

 

3.2.3 It is also for this reason that making the report as user friendly as possible through its 

flow, accuracy, detail and general readability, is key.  

 

 

 

 
6 Either the party instituting the action or the party defending the action. 
7 Judge / Magistrate / arbitrator / mediator or the like.    
8 See reference material 7.1g section and page 50-5 
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3 Understanding the requirements of the report – the content: - continued: 

   

3.3 As it has been established that the purpose and requirements of the report are of a forensic nature, 

it is therefore important that the content of the report be accurate and clearly defined. For this 

reason, the writer must ensure that where required, the content of the report is fully set out; here 

we specifically make reference to the explanation of evidence. 

 

3.3.1 It does not help to simply write that based on the braking distance, the calculated speed of 

the vehicle is “X km/h”, it is important that the actual calculations be given and where 

necessary that the parameters used in the calculation be indicated. For example, if there is 

an adjustment to be made for gradient or braking percentage, clarity is to be given on this. 

 

3.3.2 As has been indicated in section 3.2.1 above, the reason for this is two-fold, it is to be 

assumed that the reader does not fully understand the contents, therefore it is logical that 

clarity must be given as to the parameters and adjustments made so that the reader can 

clearly see how the results are obtained. It is also important to remember that it is often 

likely that your work will be reviewed by the other parties’ expert. 

 

3.4 Similar to the understanding of the purpose of the report, the content of the report is largely 

dictated by the requirements of the instructing client and we see that the extent of the content to 

be considered and included in the report is defined by the instruction supplied, as is the example 

of 2.2.2. 

 

3.4 However, the content of the report may need to extend beyond what is assumed and 

requested by the client, for this reason and once again similar to the understanding of the 

purpose of the report at section 2.4.1, these requirements should be clarified with the 

client at the outset, or at the soonest knowledge thereof. 

 

3.5 Although in Litigation, the instructing parties will typically follow legal requirements and request 

your full Curriculum Vitae9 or a Résumé10 as they see fit, for inclusion with their notice of 

intention to call an expert witness, your report should none the less contain a brief Résumé. 

 

3.5.1 As with the definition of a Résumé, the contents thereof listed in the report must be 

concise and precise and serve only as a brief outline to the reader as to your specialised 

knowledge, should they need to know specific details they will request and review your 

Curriculum Vitae. 

 

3.5.2 Qualifying oneself as an expert during litigation (a subject matter on its own) is usually 

done at the outset of trial, for this reason the writer’s Résumé is included in the report and 

is usually positioned at the beginning of the report.  

 

3.6 Be cautious not to repeat information through the report. It can be that a particular piece of 

evidence may be related to various factors however remain cautious not to constantly re-hash 

information and evidence already covered. 

 

 

 

 

 
9 See section 6 - Glossary - Synonyms 
10 See section 6 - Glossary - Synonyms 
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3 Understanding the requirements of the report – the content: - continued: 

 

3.7 It is often wise to compile the entire content of the report in the “third person”, as this lends to a 

sense of detachment, creating the feel of independence and objectivity. 

 

3.7.1 This would have the report written using such references or phrases as “The Writer” or 

“The Expert / Specialist is of the opinion”  

 

 

4 Layout or setup of the reports – physical structure: 

 

4.1 The terms compiling or writing as used in this context includes the use of typing on a keyboard 

in the use of a word processing programs, such as the commonly used Microsoft office programs 

(MS Word) or others and will also include the general compilation of reports to the extent of 

inclusion of graphics, references and other inclusions in the report. 

 

4.1.1 No specific preference or requirement is made as to what word processing programs are 

to be used in the compilation of reports. However, as the writer makes extensive use of 

Microsoft office – Word, Excel and Power Point Presentation and that this software 

seems to be in wide use, references herein are generally based around this package, 

however remains applicable to any software used as it is the final product that is to be 

considered. 

 

4.2 There are different views or opinions on whether a report should be compiled in a chronological 

or topical sequence11 and by this the writer refers to whether the report is compiled in the 

sequence of events as undertaken in the investigation or process of consideration of evidence, 

Chronological, or whether the report is compiled addressing specific subject matters at a time, 

Topical. 

 

4.2.1 Whichever method used, it is largely a matter of personal preference, however there is 

some merit in considering both approaches. In general, it will typically be found that most 

reports follow a basic chronological order, to a certain extent. This can be seen by the 

usual tendency of listing the table of contents in the order in which most of the 

investigations were undertaken. However, at certain points or sections within the report it 

is likely that it will be far more practical to address specific issues on a topical approach. 

 

4.2.1.1 As an example, it is somewhat logical that when reaching the point of analysing the 

specific technical evidence that may be at hand in detail, it would be somewhat easier 

to use a Topical approach and address the specifics of each piece of evidence in this 

manner under this particular section. 

 

4.2.2 Regardless of the sequence of issues addressed, it is perhaps most important that the 

specialist does not lose sight of the physical layout of the report, here the numbering, 

spacing, font and general shape and continuity of the document must be carefully 

considered, with the report conforming to Clarity, Completeness, Conciseness and 

Correctness. 

 

 

 

 
11 See reference material 7.1a – pg 6 
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4 Layout or setup of the reports – physical structure: - continued: 

 

4.3 Content page: In line with the chronological or topical sequence, there needs to be a content 

page, or a table of content that directs the reader to the content of the report in its categories and 

in sequence. The content page is typically one of the very first pages, although updated at the 

finalisation of the report, as this guides to the final report content and structure.  

 

4.3.1 In general reading, in written review of a report, or perhaps in specific cases of testimony, 

it is often necessary to reference to a specific section of a report. As will be seen in the 

following sections of guidance, as with numbering of pages, headers and numbering of 

paragraphs or sections, this allows the report to be navigated and referenced easily  

 

4.3.2 MS Word, as with other software, has an exceptionally convenient table of content setup 

facility that is linked to the specific numbering of the document as well as the pages and 

provides an automatic creation and update of the table of content.  

 

4.4 Header and footer: Although not necessary, the use of the header and footer function, such as the 

header used in this document, has become somewhat common place in reports, especially where 

the ability to include these in a report through the use of the word processing program makes this 

a simple and effective process.   

 

4.3.1 A header and footer allow the automatic insertion of such details that the author may want 

to have easily referenced throughout the document and much like the page numbering 

serves to confirm the ownership of the page to the document, especially where the report 

may be disassembled for duplication. 

 

4.4 Titles & headings: Titles and headings are used to distinguish the various main sections and sub 

sections, allowing an easier reference to particular issues or subjects. As can be seen throughout 

this document, the main section titles are in bold and underlined, with the sub section in Italic 

and underlined (see section 4.8). 

 

4.4.1 The main section and sub section heading should at all times be carried onto the next 

page if either of these sections continues onto the next page. As an example, it can be 

seen that this has been done at the top of this page and the following page. This allows for 

easy reference to what section and subsection the reader is at without having to page back 

many pages and is especially useful where the report may be disassembled and copied.   

 

4.4.2 The Table of Content page, usually the first page, will generally display the main section 

titles or headings. Although this page may be compiled at the outset of the report, it is 

most common that once the report has been finalised, that the table of content page will 

be amended according to the titles and headings that have been used in the full report, as 

it is often required that these may change.      

 

4.5 Numbering: We see from the layout of this document itself that there is accurate and thorough 

numbering of every page, paragraph and sub paragraph. This allowing the reader to make 

specific reference to page, paragraph and sub paragraphs when referencing to the document.  

 

4.5.1 As reports are of a forensic nature, this accurate and comprehensive numbering of every 

detail is crucial. Logically, it becomes difficult for you as the specialist or for the reader 

to make reference to a specific page, section or paragraph if there are no numbers, or if 

the numbering is limited or inaccurate. 
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4 Layout or setup of the reports – physical structure: - continued: 

 

4.5.1a For obvious reasons, this numbering is particularly important when testifying on 

the report, such as when evidence is led thereon in chief or in cross examination.  

 

4.5.2 This numbering should be by the use of Prime numbers12 for page numbering, on every 

page and should start with and include the very first page, however not the cover. 

 

4.5.3 Prime numbers should also be used for every main section. 

 

4.5.4 Prime and sub-numbering13 is used for sub sections or paragraphs. 

 

4.5.5 Sub-numbering or alpha numeric numbering14 for further sub-paragraphs or sub sections 

can be used if required, examples of this style or use of sub-numbering is evident 

throughout this document. 

 

4.5.6 Numbering also needs to extend chronologically to include any addendums and would 

require that every page of an addendum is numbered sequentially. 

 

4.5.6.1 An example of such addendums may include a separate album of photographs, 

diagrams, an affidavit or a reference research paper. 

 

4.5.7 It is important that bullets are not used as “numbering” at any point in the report as they 

can not easily be referenced to.  

 

4.5.7 A paragraph or section that becomes divided by a page end must not be split in half, 

either re-format your document to pull the entire paragraph onto the same page, or move 

the entire paragraph onto the following page. This helps to avoid disjointed reading and 

easier reference to the paragraph or section and report as a whole. 

 

4.5.8 MS Word, as with other software, has an exceptionally convenient facility to number as 

the document progresses. This function is linked to the already highlighted function of 

table of content, referring, inserts, annexures and the like. 

 

4.6 Spelling; grammar & general English language: Although spelling, grammar and the use of 

correct English language15 is important, it does not necessarily change the content of the report or 

the accuracy of the subject matter, however the lack of attention hereto is a clear indication of the 

effort expended by the writer on the report and very easily detracts from the factors that the 

writer is attempting to address.  

 

4.6.1 Spelling and grammar check is a function on every word processing program and 

although it is typically quite sound, do not rely utterly on this system as there may well 

remain flaws in your document if you do not review it correctly. 

 

 

 

 
12 These are numbers such as 1, 2, 3, 5, 6, and so on.  
13 This would be 1.1 or 1.2 or 2.1 and 2.2 and so on. 
14 This would be 1.1.1 or 2.2.5 or 1.1a and 2.2.4d and so on.  
15 Although most reports are compiled in English, the same understanding applies to any language used.  
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4 Layout or setup of the reports – physical structure – continued: 

 

4.6.1a As an example of common mistakes, we see that words such as unusual people’s 

names, such as Mr Sudesh Manilall, may remain incorrectly spelt throughout the 

document if not checked manually. The words “their” and “there” are often used 

incorrectly, full stops forgotten at the end of sentences and commas used in the 

incorrect place are other simple yet regular mistakes. 

 

4.6.2 Avoid colloquialism and slang, as an example the words "gonna" or "grouty", “drivin”, 

“ain't” and “nothin” this is most definitely not accpetable for such reports.  

 

4.7 Abbreviations: Abbreviations can be used and tend to be quite helpful in reducing the length of 

the report. The correct procedure in the use of abbreviations, such as those used for the names of 

people, places or specific things and terms that can be abbreviated, is to ensure that where these 

are used for the first time in the report, that they are used in full followed by the abbreviation. 

This then sets the understanding of the abbreviation through the rest of the report. Examples of 

this would be: 

 

4.7a “Principal Direction of Force” as PDOF. 

 

4.7b “Mr James Trevor Johnston” as JTJ, or perhaps “Windermere Shopping Centre” 

as WSC. 

 

4.8 Text size / spacing / italics / highlights / underline & colour: The use of these functions, as well 

as others throughout a report, are most useful and serve well to create an easily readable, well 

formatted report, also serving to distinguish from certain main sections, sub sections or 

particularly important facts or references. 

 

4.8.1 Although somewhat logical, attention should be paid to the sizing, spacing and style of 

text throughout the document as the technical nature of the report very often leads to 

lengthy writings, therefore the use of correctly sized, spaced and styled text is important 

to the readability of the report. 

 

4.8.1a Generally, text should be no less than size 10 and typically at 12, as is this text. 

Text style to the effect of Times New Roman, as is this text, Arial or Calibri 

should be used as these are generally accepted as being both reader and layout 

friendly. Single or double spacing can be used between words, lines and 

paragraphs, so as to easily differentiate items; this document is set out with single 

spacing, however with double spacing used at the end and start of each main 

section. 

 

4.8.1b A further example is seen throughout this document that the main sections are in a 

text size slightly larger and are highlighted in bold. Similarly, the sub sections are 

placed in Italic and underlined. 

 

4.8.2 The use of colour is not advised as copies are usually made of the report by clients in 

black and white and therefore colour is largely void, the use of colour in documents can 

substantially increase the cost of reports. 
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4 Layout or setup of the reports – physical structure – continued: 

 

4.8.2.1 This noted, we live in modern, electronic facility times with colour as a convenient 

and effective option. As such the writer does opt to make use of colour in reports. The 

writer provides a convenient notification at the front cover page of the report as 

follows: 

 

4.8.2.1a This report is intentionally set out in colour and should be printed in 

colour as certain items referenced to in the various images & diagrams 

contained, are set out in colour to allow distinguishable reference 

 

4.9 Technical terms: Much like the correct use of spelling, grammar and English language, perhaps 

one of the most important factors to remember is to ensure that the correct technical terms are 

used throughout the report. Making reference to a particular evidential factor by its incorrect 

name is a definite indication that the author has either not made the effort to review his/her 

report, or perhaps worst of all, may suggest that he/she does not know the correct term, or has 

misinterpreted the evidence, this can cause great embarrassment. A few examples here of are: 

 

4.9. a Yaw marks referenced to as braking marks. 

b A Furrow being referenced to as a tyre mark 

c A Spatter mark being referenced to as a soak patch 

d Striations being referred to as stripes.  

 

4.9.1 This lack or incorrect use of technical terms is a glaring blunder and should this be 

discovered, will surely lead to indignant opinions of the report’s accuracy and the writer’s 

credibility. 

 

4.10 Symbols: Special care should be taken with calculations included in the report, not only with the 

actual correct calculation thereof, but likewise with the symbols use. For the most part, the 

special symbols used in reports are available in the various word processing programs, such as 

“insert – symbol” in the Microsoft Office – Word program, therefore the use of these should not 

pose a problem. Symbols may include some of the following: 

 

4.10 a ÷ 

b × or . 

c (…) or […] 

d √  

e µ 

 

4.10.1 The use of correct symbols does not only include the actual use of correct symbols, as in 

the insertion of the “correct looking” symbol at the correct location, but to the correctly 

referenced symbol, such as incorrect use of “m” for momentum or km/h (kilometres per 

hour) where m/s (meters) should have been used. 

 

4.11 Reference inserts: As can be seen at various points through this document and as a specific 

example, at line one (1) of section 1.1, “Investigation and reconstruction report” 1, reference 

inserts can be quite useful. 
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4 Layout or setup of the reports – physical structure – continued: 

 

4.11.1 Do not over use this function, as this can be very distracting to the flow and readability of 

the report, causing the reader to have to continuously stop and make reference to the 

insert. Generally, the use of references should be kept to a minimum and should not be 

more than four (4) inserts per page as this also reduces the useable page space. 

 

4.11.2 Reference inserts are typically used to direct the reader to a particular reference material 

or addendum that is of importance. 

 

4.11.3 Generally, use of reference inserts need only be used once for a particular reference made 

in a report and like abbreviations, must be used at the first instance of such a reference. 

 

4.12 Electronic references, tags or links: Similar to “reference inserts” modern facilities within a 

written report16, create almost limitless ability to showcase or highlight specific diagrammatic 

images, photographs, videos and testing; or any number of different examples. The ability to 

electronically link, bookmark, cross reference and hyperlink17 the reader within a document 

directly to a different section or reference is a welcome function in modern documents. Once 

again, do not over use this function.  

   

4.12.1 This electronic linking (specifically hyperlinking), also allows the writer to link to 

references that are stored external to the document. This may be a link to a crucial video 

to be viewed, stored for reference on a YouTube account or the like18.  

 

4.12.1a This report is intentionally compiled for use in electronic format, with use 

of convenient in document electronic facilities 

 

4.13 Graphics: Do not be afraid to use Graphics19, such as diagrams, charts and photographic inserts 

among others as they can be powerful aids as they cut down on prose necessary to describe 

particular evidence, however most importantly they allow a far more clear and accurate 

description of evidence that may be somewhat difficult to describe in writing, “pictures say a 

thousand words”, however use them judiciously.  

 

4.13.1 In Microsoft Office – Word, the “insert” function used in conjunction with the “format / 

layout – tight” function, combined with the typical grab hand corner scaling function, 

creates a convenient and accurate method of placing graphics at almost any location and 

size throughout the report, this can also include CAD based drawings.  

 

4.13.2 Be cautious to make use of the “Lock aspect ratio” function on all images, graphs or 

charts. This function holds the proportionality of inserts. Without this function these may 

be distorted and be misleading. 

 

4.13.3 Readers tend to appreciate that a reference to any graphic is inserted in immediate 

sequence at the particular discussion in the report. This allows immediate view and 

consideration thereof. This noted, reference can be made to an addendum or annexure 

where a particular graphic can be considered.  

 
16 Typically, MS Word, however various prose compilation software   
17 See section 6 - Glossary - Synonyms 
18 An example for the reader - https://www.youtube.com/watch?v=dbHSsCvQTVU&t=2s  
19 See section 6 - Glossary - Synonyms 

https://www.youtube.com/watch?v=dbHSsCvQTVU&t=2s
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4 Layout or setup of the reports – physical structure – continued: 

 

4.14 Validity & accuracy of reference material: The need to guide to specific reference material is 

cautioned in respect of the relevance and their credibility.  

 

4.14.1 In respect of analysis of evidence and offering comments and opinions in a report, this is 

typically done on the combined basis of the writer`s learned (academic) and experienced 

ability. This may still require guiding of the reader to references where accepted and 

current norms & standards are found, hence the need to reference. Similarly, the need to 

validate what is observed, found and analysed and commented on, against known and 

accepted norms, practice or standards, brings about the referencing. Such referencing may 

also be referencing to standards, regulations, laws or court judgements. 

 

4.14.2 Referencing should be undertaken only to relevant references. Although perhaps logical, 

it is cautioned that where the writer is discussing a particular issue, perhaps an issue of 

electronic data or telemetry held in a vehicle, it is pointless to refer to a research piece on 

damages. 

 

4.14.3 Similarly, referencing to un-founded comments such as a general news article, or un-

named research piece, is improper. All references should be to know, established, listed, 

authored research, books and empirical references, not “junk-science”. Typically, this 

sees reference to accepted standard Journals20.       

 

4.15 Cover and binding of the report: every report must have a cover and be bound appropriately; the 

cover usually serves as a quick reference to: 

 

 4.15 a name of the matter at hand 

  b name of the Author 

c reference number of the instructing client 

d reference number of the author 

e date of Instruction and or completion of the report 

 

4.15.1 The cover also serves to protect the important written contents of the report as these 

reports are usually quite extensively handled. 

 

4.15.2 As most reports are typically for litigation purposes, someone has to read the report. 

Making the report physically easier to manipulate for reading, especially in sizeable and 

more complex reports, will assist in their appreciation of the efforts put into the content, 

as such the binding of reports is important. 

 

4.15.3 Reports are usually photocopied for distribution to the various parties, as such it is 

typically requested that reports are bound in such a manner that they can easily be 

disassembled, this is easiest with the use of: 

 

 

 

 

 

 

 
20 See section 6 - Glossary - Synonyms 
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4 Layout or setup of the reports – physical structure – continued: 

 

4.15.3 a Split-pins 

 b Paper fasteners 

 c File fasteners 

d Treasury tags 

e Manilla spring clip folders 

f Ring, lever arch or Bantex files 

 

4.16 Draft version: It is not advisable that a final copy of a report is simply printed and submitted, a 

draft copy should be printed and scrutinised before submitting. 

 

4.16.1 Usually a draft copy will allow the writer to review the report in hard copy, with any 

amendments being made followed by an “initial final version”. It is often wise to leave 

the report for a few hours, perhaps overnight before finally reviewing the report; this 

allows a clear mind and therefore relatively fresh review. 

 

4.16.2 Very often having an independent person, such as a secretary, fellow specialist or even 

your partner review the report is also wise, as this may highlight various items that the 

writer may have missed21. 

 

4.16.3 Although copies are usually stored on the writers hard drive, and possibly even on a 

backup, always a good idea, printing a hard copy of the final product and placing this in 

the file immediately is often a wise decision as this often avoids the trouble of arriving at 

a pre-trial meeting or even at trial to find the original, or a copy there of is not available 

and that your hard copy has not been printed. 

 

4.17 Electronic signature: Although final reports may be delivered in original printed hard-copy, 

with the authors signature, this has become less common with electronic functions and in 

particular email. Delivery of a report in electronic format (see below), is now legally accepted 

and very common.  

 

4.17.1 The use of electronic signature is a common function and although accepted, caution 

should be given to ensuring that this is done with full awareness, acknowledgement by 

the author and preferably by proper secure systems that are available. MS word provides 

a specific facility22.   

 

4.18 Print & supply of the report: A final version report is always signed and dated. It is not unusual 

for a final version report to be supplied via electronic format (email), usually in the “locked” 

format of PDF. This allows the user to either forward this as necessary, or to print as needed.  

 

4.19 Going on training for such word processing programs as Microsoft Office – Word, Excel and 

PowerPoint Presentation, will go a long way in assisting you compile exceptionally professional 

reports. Such training is usually relatively cheap and is generally a single day for each level. 

 

4.16.1 However, such programs are typically quite simple and can be self taught by a 

combination of reference to their text books, help menu and assistance of others. 

 

 
21 It may be necessary in some cases to have a formal, peer review undertaken - See section 6 - Glossary - Synonyms 
22 Reference material 7.1p 
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4 Layout or setup of the reports – physical structure – continued: 

 

4.16.2 Attending training on such subjects as CAD or CDR is an attempt to broaden knowledge 

and become more professional, likewise mastering such word processing programs and 

thereby report compilation, is a further process in achieving excellence. 

 

4.16.3 It is advisable that, over and above attending some level of word processing training, 

attending a basic legal training course as well as an English language and grammar 

refresher, will serve well to distinguish you as a consummate professional.   

 

4.20 Other factors: Throughout the report, it is always wise to make specific mention at the relevant 

sections, or at specific reference points as necessary, to all dates of relevance. The date you were 

instructed, the date you may have interviewed a party, visited a site or inspected a piece of 

evidence. These should all be appropriate recorded. 

 

4.20.1 In reference to the use of images within the report, or even to video footage that may be 

an external hyperlink. It is always wise to indicate if the original high resolution23 

electronic format images and video are available. Likewise, it is rare that all images taken 

would be contained in a report, where extra images are available, this should be noted at 

some point.  

  

4.21 Resume or qualifications: There are legal requirement in South African law (and likewise 

abroad), that require any expert or specialist that will be used to testify on the basis of the report 

that has been compiled, to provide their qualifications and experience, or a resume.  

 

4.21.1 This does not necessarily require that your resume forms part of your report, although this 

may be so in your relevant country or laws, however you can do so. This is especially 

advisable where at some stage the report will be used in legal process and therefore your 

resume will ultimately be required.  

 

4.2.1 There is no specification as to where or how your resume should form part of the report. 

If you intend doing so, a recommendation would be that it forms part of the annexures or 

addendums. Your resume is not in essence part of the technical parameters and details of 

the specifications of the report itself and therefore, should largely not be withing the main 

body of the report, simply as an annexure. 

 

 

 

.  

 

 

 

 

 

 

 

 

 

 

 
23 Reduced resolution is typically used in the document to reduce overall document file size  
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5 In General: 

 

5.1 As has been alluded to in section 1.1, the indications herein are not the “be-all and end-all” of 

report compilation, however serve as a guide and reminder to the compilation of professional 

reports.  

 

5.2 It may seem to you as the writer of the report, that the contents of your report are plain English 

and easily understandable, this is generally not the case to the reader. It is not always simple to 

express a decisive opinion in writing, especially on technical issues, so that others will 

understand, or perhaps more correctly put, will understand as you may wish them to understand. 

 

5.3 You as the report writer must make every attempt to be unambiguous when expressing yourself 

and must state what you mean and must not assume that the reader will simply understand or “get 

the gist of it”. 

 

5.4 Such reports are almost always vast, detail and technical, therefore attention to detail of layout, 

flow and ease of read, are crucial factors to a professional report. 

 

5.5 In the interest of professionalism, all experts or specialists should at some stage take the time to 

review their current report compilation procedures, report content and layout and perhaps take 

the time to have appropriate peer or professional review undertaken of their report.  

 

5.4.1 Perhaps a review of an old report once a year or so, should have you thinking that your 

reports have progressed to a more professional level.    

 

5.5 There is no more profound, motivating and stimulating achievement than the culmination of your 

learned, experienced and researched knowledge into a well thought out, structured and 

professionally accurate report that both you and your client can rely on to make an informed and 

perhaps most importantly appropriate decision. 

 

5.5.1 However, bear in mind that likewise, there may be no more embarrassing and career

 destroying moment than being bullied and discredited on a wholly unprofessional report.   
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6 Glossary - Synonyms: 

 

Addendum  - An item of additional material added at the end of a book or other 

publication.  

Analogy  - Similarity / Likeness / Parallel / Correlation / Comparison 

Appendix  - A section or table of subsidiary matter at the end of a book or document 

(see also Addendum) 

Clarity   - Clearness / Lucidity / Simplicity 

Completeness  - Wholeness / Entirety / Totality / Fullness / Comprehensiveness 

Conciseness  - Brevity / Shortness / Terseness / Succinctness 

Consummate  - Skilled / Skilful / Expert / Accomplished / Talented / Perfect 

Curriculum vitae - A detailed document indicating Earned degrees, diplomas, teaching and                                                                                                                    

experience and education 

Expert   - Specialist / Authority / Professional / Skilled / Practiced 

Forensic  - Of, relating to, or used in courts of law or public debate or argument  

Graphics  - All forms of visual images 

Hyperlink  - A hyperlink is a word, phrase, or image that you can click on to jump 

to a new document or a new section within the current document 

Independence  - Self-government / Autonomy / Self-rule / freedom / liberty 

Indignant  - Angry / Up-in-arms / Offended / in a huff / Resentful / Put out / Annoyed 

Jargon   - Terminology / Slang / Lingo / Language 

Journal   - (University of Victoria – Canada) A journal is a scholarly publication 

containing articles written by researchers, professors and other experts. 

Journals focus on a specific discipline or field of study. Unlike newspapers 

and magazines, journals are intended for an academic or technical 

audience, not general readers. 

Litigation  - Court case / Proceedings / Lawsuit / Legal action  

Litigious  - Tending or too ready to take legal action to settle disputes  

Noun   - A word that refers to a thing (book), a person (Betty Crocker), an animal 

(cat), a place (Omaha), a quality (softness), an idea (justice), or an action 

(yodelling) 

Objectivity  - Impartiality / Detachment / Independence / Neutrality 

Peer Review  - (Elsevier Online) Peer review system exists to validate academic work, 

helps to Improve the Quality of published research, and increases 

networking possibilities within research communities. Despite criticisms, 

peer review is still the only widely accepted method for research validation 

and has continued successfully with relatively minor changes for some 350 

years. 

Precise   - Exact / Accurate / Specific / Particular / Clear-cut / Defined 

Prose   - Writing style / Style / Text 

Qualifying  - Qualify 

Reconstruction - Rebuilding / Reform / Renewal / Re-enactment  

Résumé  - A brief document containing a summary or listing of relevant job 

Specialised - Particular / Dedicated / Focused / Specific / Expert 

Specialist  - Boffin / Expert / Authority / Whiz / Professional   

Technical - Technological / Scientific / Industrial / Mechanical / Practical 

Testimony  - Indication / Proof / Evidence / Demonstration / Witness / Statement 

Unambiguous  - Explicit / Clear-cut / Unmistakeable / Definite / Decided / Clear   
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7 Reference: (Books / Papers / Articles / websites:) 

 

7.1a A format for successful accident reconstruction report writing 

  G L Ruotolo / Institute of Police Technology and Management - USA 

7.1b The law of collisions in RSA 

HB Klopper / Lexis Nexis – Butterworths - RSA 

 7.1c Becoming a lawyer - Fundamental skills for law students 

  R Palmer / Angela Crocker / Michael Kidd /  Lexis Nexis – Butterworths - RSA 

7.1d Oxford Dictionary 

 1994 Edition – RSA 

7.1e Motor Vehicle Collision Injuries – 2nd edition 

 Lawrence S. Nordhoff, Jr 

7.1f An Introduction to Forensic Psychology 

 Editors – Vera Roos & Charl Vorster - Verbum Publishers 

7.1g Traffic accident reconstruction – Volume 2 

 Lynn B Fricke – Northwestern University – Traffic Institute 

7.1h Litigation skills for South African lawyers 

CG Marnewick / Lexis Nexis – Butterworths – RSA 

7.1i Forensic Science Regulator – Overseeing Quality – Guidance – Expert Report Guidance: 

FSR-G-200 – Issue 1 (2017) – ISBN: 978-1-78655-569-4 

7.1j Guide for writing technical reports – AH Basson; TW Von Backstrom; Dept. Mech. Eng. 

Stellenbosch University – Third Edition 2007. 

7.1k A systematic approach to questioning witnesses in South African civil trials: the 

importance of credibility, reliability and probability - Advocate Verlaine De Wit – 2022 

7.1l Expert evidence: Recommendations for future research - Lirieka Meintjes - Van Der Walt 

- March 2019  

7.1m  http://www.wikihow.com/Use-English-Punctuation-Correctly 

7.21n http://www.technicalauthoring.com/wiki/index.php/Using_the_correct_language 

7.1o http://www.asce.org/files/pdf/seminars/5testifying_forensic.pdf 

7.1p https://support.microsoft.com/en-us/topic/add-or-remove-a-digital-signature-in-office-files-70d26dc9-be10-46f1-8efa-719c8b3f1a2d  
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