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Communicating Your Results: 

The Effective Use of Graphics and Writing

or
What’s Your Point ?
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Communication Basics: 

  Purpose is to communicate to others, to help others understand what is important

 

It is not to impress, show how smart your are, or cover ignorance.

Don’t make it hard for your reader.

Be mindful of the Grumpiness factor!

Ask:
 What am I trying to say?

Why will this audience think is important?

How can I package my research so it meets the requirements of my audience?

Writing Research Reports for Public Consumption
· Keep it simple and free from jargon.

· Provide enough information about your research methods so others can judge its credibility.

· Place technical information in an appendix (see GAO reports used in this class as examples).

· Always provide the limitations of this study: cautions to interpretations.

· Provide only the background needed to set up your report.

· Leave material on the cutting room floor.

· Organize around major themes or research questions.

· Use a T-structure: Place major points up-front. 

·  Lead each paragraph with your point 

· Reporting Findings: Follows your research questions.

· Results in Briefs-the topics provide the structure for the report.

· Use visual clues to permit skimming

· White space

· Section breaks: tells the story if possible

· Tables and graphs: use titles to tell your story

· Leave time to revise, revise, revise!!
· Hold a person out as “cold reader.”  Ideally, this should be a detail oriented person, who is looking to make sure every i is dotted and every t is crossed.  The cold reader can also tell you when you have left things out or where things are not clear.

· Never, ever make recommendations without evidence to support.  

· That evidence must be in the report and not in your head.

The Executive Summary:
Always provide an executive summary.  Your audience may not have the time to read your report but are interested in a quick overview and your bottom-lines.  This should be short: 1 page is great, 2 pages if needed.

· Set up with Headings to the left: then short indented

· Like this.  Headings are visible so people can scan.

· Basic Components of Executive Summary:

· Brief Overview or Introduction: purpose, why the study

· Today’s “non-traditional” student is the “traditional student” in MPA programs. What do they need in order to be successful?  This study sought to find out the times and places for classes, the mix of electives and required courses, and the preferences for distance learning from students.  In addition, the students were asked about their preferences in terms of instructional approaches and the views on the faculty.

· Very Brief Description of Study: Who were surveyed, how many, when, response rate.

· Major Findings:

· These should relate to your purpose (or research questions).  This is your judgment here: what do you think your audience would think is most important or interesting.

· You can present in bullet format.

· Simple, clear, jargon free.  Refer them to text or appendix for more detail.

· Conclusions/Recommendations.

What’s Your Point: Use Tables and Graphics to Communicate Your Message

Why Use Graphs and Tables?
· To communicate complex ideas clearly, precisely and efficiently.

· Present interesting data.

· Tells the truth about your data.

· Effectively presents your message.
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A table or graph should:
· Show the data simply and accurately

· Entice the audience to think about the information

· Avoid distortion

· Make large data sets coherent

· Encourage the eye to compare different pieces of the data

· Serve a clear purpose:

· To describe

· To explore

· To tabulate

· To elaborate

· To compare

· Enhance the statistical and verbal descriptions of the data


Selection Options:

· Tables: better for presenting data

· Graphs/Charts: more effective in communicating the message.

· Impact

· Increases audience acceptance

· Increases memory retention

· Shows big picture and patterns

· Visual relief from narrative.

Chart Options
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Line Chart: 
trends over time   [image: image1.wmf]
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Parts of a whole.
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Single Bar Chart:   % distribution of a single variable.

Keep it Simple

Gail’s Tips and Tricks: Effective Charts

1.  Keep it simple

Message on point

Clear labels

2.  Typeface:

Use upper and lower cases (all caps are angry and harder to read)

Avoid too many sizes and types of lettering

3.  Avoid busy and unnecessary patterns—but be mindful that using colors as a code for what the bars or lines stand for will be problematic when people make black and white copies.

4.  Use white space to provide visual relief

5.  Honest data: keep scales honest, scales in balance.

6.  Present sufficient data to tell your story.

7.  Your message should make sense to a reasonable person.

8.  Include data tables in an appendix to support your charts.

Oral Presentations:

· What’s your point?

· Who is your audience?

· What’s the time frame? Do you have 3 minutes or an hour?  

· Hit your deadline!

· Rehearse with a stop watch.

· What’s the resources of the room for delivery: slides, overheads, powerpoint, posterboards?

· Rehearse, rehearse, rehearse.

· “Murder Board”==rehearsal before tough questioners.
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