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EXPRESSING IDEAS WITH TABLES AND CHARTS

Iqtroduction

They say a picture is worth 1000 words, But the picture
has to be in focus, It usually helps if it's in color. And
the eye should be drawn naturally to a central point, After
looking at the picture, you should come away with an image
that lasts, something that stays with you.

Charts and tables can do the same things, Their eye
appeal can't compete with a color picture from National
Geographic, But they can get your attention; make a point
clear; capture an idea in visual form. Interest rates are
falling at an increasing rate., Words can't say that as well
as a one line chart, A mixture of numbers, graphs, words and
illustrations is more lively than any of these by themselves.

Purpose

The purpose of this report is to encourage authors to
develop and use more interesting and more understandable
tables and charts, If there's a point to be made, a table or
chart can help, Some guidelines and examples are offered here
to help authors criticize and improve their own efforts.

After a little study it's easy to see that making a table
or chart is not science, There's a lot of ART and EXPERIENCE
involved. Most readers can tell you what the central point
of a good chart is. If a table is poorly organized and cluttered
with data, readers will pass it by. Clearly, good charts and
tables make a difference. There is no standard that everyone
accepts as to what is right and wrong, but there are some basic
principles to follow, This report will try to illustrate the
major points to consider and show differences between good
efforts and those which fall short, Putting together a chart
which makes a point will provide both you and others satisfaction,
It will save a reader time, You will get your message across.

Types of Tables and Charts

Tables and charts are familiar concepts to nearly everyone.
A table is a formal presentation of numerical information., It
is set-off from written material, It should be complete enough
to stand by itself. Thus it will have its own title, telling
what the table is about, as well as where and over what time
span the table provides information, The units of measurement
will be clear. Descriptions of the data will be included in
the captions and stubs provided for each column and row. A
numbar for identification will make text reference to the table
clear and concise.
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The source of the data, if not the author's own work, will
be indicated. And the way the data are organized or ordered
should help the reader understand some basic ideas or find
information for his own use.

Tables have different purposes and uses, One type pro-
vides original data or compilations of such data for reference
and further analysis, These are the general tables one finds
in most U, S, Census publications, the Statistical Abstract
of the United States, or as an appendix to the Council Of
Economic Advisers' Economic Report of the President, Often
these tables were compiled by special agencies of government,
the Federal Reserve Board or well recognized industry groups,
They follow standard procedures for organization and presenta-
tion. Most of us take them for granted because they are
easily accessible, straightforward, complete and dull,
Appendix tables presenting original data you have collected
should be equally accessible, clearly documented and detailed.
Reference materials by their nature must be complete, orderly
and unexciting,

Most tables are included in a report or book for a spe-
cific purpose. They can be a simple frequency distribution
to show variability. They may show a relationship between
two variables like size and income. They may document change
between two or more time periods. Thes are the kinds of tables
most of us prepare to help explain what we have done and to
document our conclusions. Whether they are called analytical,
descriptive or special purpose is unimportant. It is to this
kind of table that attention is directed in this report.

Charts include that substantial array of drawings and
maps that help readers get perspective on numerical data.
Bar charts, pie charts and line graphs are the most familiar
and widely used. Pictographs liven up popular stories. Maps
help a reader put numbers together with locations. If one is
looking for good examples of a range of ways to use charts
successfully, U.S.D.A.'s annual Handbook of Agricultural Charts
is an excellent source. Of special interest is the Federal
Reserve Chart Book issued quarterly. The line graphs using
both arithmetic and logarithmic scales are particularly good.

A Few Basic Rules

. The primary reasons for using tables and charts in a
written or oral report is to help the reader or listener
understand what you have to say. They should aid clarity.
They should create interest. They should brighten up the
presentation. But they should not reduce accuracy or create
confusion,
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1. Any chart or table should be complete enough
to stand by itself. ' '

2. There should be a central idea or impression
which the reader can easily grasp.

3. The units of measure should be clearly identified.

4. Sources of information, time period covered and
geographic location should be clearly stated.

5. The amount of detail presented should support
the central idea but not overwhelm or obhscure it,

6. Be sure the digits presented are significant.

These six simple statements are deceptively easy. They
argue for clear, straightforward tables and charts to help
a reader understand what has happened or the reasons for con-
clusions drawn. In the sections that follow, these generali-
zatione will be illustrated in a variety of ways. Examples
of poorly organized tables and charts will be presented and
revised. Examples of good charts will be examined. Ideas
for developing combinations of tables and charts will be con-
sidered. Readers should look at ideas and approaches rather
than specific rules. We can always find ways to improve our
illustrations and supporting evidence. This is our basic
objective. :

TABLES

The most obvious reason for making a table is to present
some numerical information in an orderly manner that will help
make a point or answer a question. These are the specific
purpose tables which most of us use and prepare for research
reports, newspaper stories, classroom presentations or tables
to the general public. Usually the numbers and information
come from reference tables prepared by some agency of govern-
ment or statistical organization. Sometimes they summarize
our own work and tabulations of primary data. Regardless they
seek to tell a story or make a point. '

Rudiments of Making a Simple Table

Let's assume you want to inform a group of people inter-—
ested in the American dairy industry the current ranking of
states for milk cow numbers and production. The reference
data are published annually in the February issue of Milk Pro-—
duction issued by the Crop Reporting Board, Economics, Statis-
tics and Cooperatives Service, U.S.D.A. They are reproduced
here just as they were issued as table 1.~
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ANNUAL MILK COWS AND MILK PRODUCTION
. MILK COWS 1/ MILK PER COW 2/ MILK PRODUCTION 2/
STATE . : :
: : E
1978 1 1979 1978 . 1979 1978 [ 1979 :;ggﬁ_?ggngG
THOUSANDS POUNDS MILLION POUNDS PERCENT
ALA 81 78 7,790 7,731 631 603 96
ALAS 1.4 1.2 10,571 10,833 14.8 13.0 88
ARIZ 68 71 13,324 13,127 906 932 103
ARK - 89 88 8,191 8,182 729 720 99
CALIF 846 871 14,018 14,408 11,859 12,549 106
COLO 72 72 12,111 11,903 872 © 857 98
CONN 50 49 12,240 12,347 612 605 99
DEL 11.7 11.7 11,026 11,026 129.0 129.0 100,
FLA 193 188 10,093 10,457 1,948 1,966 101
GA 129 127 10,116 10,268 1,308 1,304 100
HAW 12.9 12.8 11,628 11,719 150.0 150.0 100
1DAHO 140 141 11,664 11,979 1,633 1,689 103
ILL 231 234 10,403 10,342 2,403 2,429 101
IND 203 200 10,729 10,875 2,178 2,175 100
TOWA 377 372 10,504 10,538 3,960 3,920 99
KANS 136 126 10,110 10,349 1,375 1,304 95 .
KY 269 255 8,454 8,706 2,274 2,220 98 -
LA 128 121 8,305 8,438 1,063 1,021 96
MAINE 58 56 11,052 11,393 641 638 100
MD 134 131 11,493 11,603 1,540 1,520 99
MASS 48 45 11,896 12,511 571 563 99
MICH 403 397 11,893 12,166 4,793 4,830 - 107
MINN 837 843 10,859 10,848 9,089 9,145 101
MISS 106 100 7,887 8,140 336 814 97
MO 277 270 9,913 10,174 2,746 2,747 10C
MONT 27 27 11,333 10,630 306 287 94
NEBR 124 120 10,234 10,792 1,269 1,295 102
NEV 14.7 15.0 12,721 13,267 187.0 199.0 106
N H 31 3¢ 11,000 11,400 341 342 100
N J 45 4] 11,667 12,049 525 494 94
N MEX 33 35 13,879 14,457 458 506 110
N Y 906 905 11,488 11,800 10,408 10,679 103
NC 143 14] 10,888 11,099 1,557 1,565 101
N DAK 100 95 9,030 9,200 903 874 97
QHIO 384 377 11,133 11,313 4,275 4,265 100
OKLA 113 110 9,646 9,727 1,090 1,070 98
OREG 93 94 11,452 11,734 1,065 1,103 104
PA 700 701 11,259 11,532 7,88 8,084 103
R I 4,7 4.4 11,702 11,364 55.0 50.0 91
S¢C - 54 50 9,556 10,480 516 524 102
S DAK 170 168 9,412 9,577 1,600 1,609 107
TENN 209 21 10,163 10,005 2,124 2,1 99
TEX 3N 317 11,039 11,051 3,433 3,437 100
UTAH 76 76 12,368 12,474 940 948 101
VT 186 183 11,484 11,907 2,136 2,179 102
VA 172 170 11,058 11,371 1,902 1,933 102
WASH 186 192 14,349 14,641 2,669 2,811 105
W VA 37 37 9,243 9,649 342 357 104
WIS 1,811 1,813 - 11,735 12,107 21,252 21,950 103
WYO 1.1 .o 10,541 10,636 117.0 117.0 100
us 10,841 10,777 11,218 11,47] 121,609 123,623 102

T/ AVERAGE NUMEER DURING VE
Z/ EXCLUDES MILK SUCKED BY

FROM: Crop Reporting Board, E.S.C.S.

AR, EXCLUDING HEIFERS NOT YET FRESH.
CALVES.

» U.S.D.A., Milk Production, February 1980.
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A great deal of information is presented in this refer-
ence table. States are listed alphabetically. Information
for two years can be compared for three key characteristics.
The units of measurement are clearly stated. But most general
readers would appreciate some assistance in pointing out the
key ideas you would like them to observe from these national
statistics. - :

One alternative is to simply organize an ordered list of
the top states in dairying as part of the text you prepare.
This is commonly done in news stories if the list is short.
For example one could state that the top five states in 1979
in terms of milk cow numbers were:

Wisconsin 1,813,900
New York 905,000
California 871,000
Minnesota. 843,000
Pennsylvania 701,000

These states had 47.6 percent of all the dairy cows in the
United States.

in most cases one or more special purpose tables will
serve most effectively to organize the information you want
to present. The top ten states in cow numbers are presented
in table 2. The ranking of states and proportion of the
national total in each is emphasized.

Table 2. PRINCTPAL DAIRY STATES:; MILK COWS
United States, 1979

. Percent
State Cow numbers of total

Wisconsin 1,813,000 _ 16.8
New York : 905,000 ' 8.4
California 871,000 5.1
Minnesota 843,000 7.8
Pennsylvania 701,000 6.5
Michigan : 397,000 3.7
Ohio 377,000 3.5
Iowa ' 372,000 3.5
Texas 311,000 2.9
Missourl 270,000 2.5
L0 other states 3,917,000 36.3
United States 10,777,000 100.0

SOURCE: Crop Reporting Foard, E.5.C.S5., U.B.D.A., Milk
Production, February 1980. ‘
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This simple table consists of three columns of informa-
tion. One can quickly see that Wisconsin is the leading dairy
state by a large margin. The top five states have nearly half
of the cows. The second five state group has fewer dairy cows

than does Wisconsin,

AS soon as one tries to present more information in one.
table the problems of organization become more complex. Rank
order may change. The purpose or central point may be more
difficult to grasp. Consider a table which presents both cow
numbers and production for 1979. A choice must be made about
which series is more important. That will determine the order
in which states are listed and where the columns of numbers are
placed.

Table 3. COW NUMBERS AND MILK PRODUCTION
State Statistics, 1979

State Milk cows Milk production

thousandsa million pounds
Wisconsin 1,813 21,950
Californisa : 871 : 12,549
New York K : S05 .. 10,679
Minnesota . _ 8h3 9,145
Pennsylvania : 701 _ 8,08l
Michigan 397 4,830
Ohio 377 4,265
Towa 372 3,820
Texas 311 3,437
Missouri ' ' 270 2,7hT
40 other states 3,917 - _be,oitr
United States 10,777 123,623

SCURCE: Crop Reporting Board, E.5.C.8., U.S.D.A., Milk
Production, February 1980.

In table 3, only the position of California and New York
in the order of states is changed if milk production is given
priority. Compared with table 2 there are a number of changes.
Percent of total has been dropped. If a reader wished to make
these calculations all the necessary information is still pre-
sent. Milk cow numbers are expressed in thousands and milk
production in million pounds, the format followed in the origi-
nal reference table. The procedures used in both tables are
correct. The method of presentation is a matter of personal
preference. Adding three zeros to the data for cow numbers is
not difficult. When the figures are correct to the nearest
million the procedure used in table 3 1is preferred.
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A few comments on significant digits are appropriate
now as well as later. For most sTtuations three significant
digits are all that will be important to provide understand-
ing. In table 3, most dairy economists would talk about
national milk production as falling between 123 and 124 bil-
lion pounds. Cow numbers would be described as 10.8 million
head. For most audiences milk production by states could be
1isted in billion pounds with rounding to the nearest tenth.
Thus Wisconsin and California would be 22.0 and 12.5 respec-
tively or at the most 21.95 and 12.55. The central point of
the table would determine how much detail to show. If the
emphasis was on relative ranking and proportion of the total

. from the leading states then three signficiant digits would
be sufficient.

Table L. DATRY COWS, YIELDS, AND PRODUCTION
Teading States, 1979

Average
Milk production Total .
State CowWs per Ccow production
billion pounds

Wisconsin 1,813,000 12,100 220
California 871,000 14,400 12.6
New York 905,000 11,800 o 10.7
Minnesocta 843,000 10,800 9.1
Pennsylvania 701,000 11,500 8.1
Michigan - 397,000 12,200 4.8
Chio 377,000 11,300 h.3
Towa 372,000 10,500 3.9
Texas - 311,000 11,100 3.4
Missouri 270,000 10,200 2.7
LO other states 3,917,000 10,700 . k2.0
United States 10,777,000 11,500 123.6

SOURCE: Crop Reporting Board, E.5.C.S8., U.S.D.A., Milk
Production, February 1980.

One final table has been constructed from the original
data on page 4. All three characteristics for the 10 lead-
ing dairy states are presented in as simple a manner as pos-—
sible to assist reader understanding. Cow numbers are ex-
pressed to the nearest thousand by adding three zeros to each
original number. Milk per cow has been rounded to three sig-
nificant digits. After all these ratios are calculated values
based on total production and cow numbers. Finally production
is presented in pillion pounds. In the process of rounding
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it was hecessary to increase one number (California’s) by
one digit to make the column add to a consistent total. As
long as the original data source is listed this procedure
is acceptable, particularly when the table is intended for
a general audience.

What about expanding table 4 by Presenting two or more
years of data for each of the states for each of the three
series? It is at this point that difficulty will arise.

The number of columns will be difficult to handle. A reader
will easily be turned off by the number of numbers. Most
important, the central point of the table may be lost. If
the emphasis is on change from one year to the next and where
it occurs then that deserves central attention. Each data
series may need to be handled separately to insure clarity.
Most analysts know what they are able to see in a set of data
they have studied carefully. The trick is +to present the
supporting numerical data in a fashion that helps the reader
see that evidence clearly. Most tables should support one

Or two points at a time. One large presentation of support-
ing data is less likely to succeed.

Parts of a Table

Tt is easier to discuss repairing a car if we recognize
the names of the important parts such as the carburetor and
radiator. For the same reason the parts of a table have been
given commonly accepted names.

Every table has a title and most tables are given a spe-
cific number, Captions are used to describe the materials
appearing in each of the geveral columns. There are other
names used as well such as "boxheads”. Stubs are the descrip-
tive words used in the first column of a table. They identify
each row that is used in the body of a table. The body of a
table is the central portion where the numerical data are pre-
sented. All the other parts of the table are used to explain
and identify these numbers or words. At the end of a table
are placed footnotes to give further explanations about numbers
or definitions.” A Source note is included to identify where
the basic materials came from unless they are primary data
developed by the authors.

The various parts of a table are designated in table 5.
A standard format is followed. Most of the precedures gener-
ally accepted in presenting tables are used. If one seeks to
be simple, direct and clear in terms of purpose and presenta-
tion, and then follow a standard format, the results should

be acceptable to a wide range of readers. .
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Table 5. FARM SI7E: CROPLAWD HARVESTED
New York State, 1974

Acres Number of Percent
harvested farms reporting of total
i-9 L, 264 10
10 - 19 3,569 ' 9
20 - 26 3,480 9
30 - 19 5,171 14
Subtotal 17,090 L2
50 - 99 9,Th1 2k
1060 ~ 199 8,914 22
200 - L99 b, 6T ' 11
500 -~ 999 593 1
1,000 - 1,999 g8 ®
2,000 and over 11 ¥
Subtotal 24,031 58
Total : 1,121 100

% Less tnan one-half of one percent,

SOURCE: U. §. Bureau of the Censug, Census of Agriculture,

Table Construction

The first and most important task in making a table is
to decide what it is the reader should gain by studying the
table. The key point should be clear. The title and organi-
zation of the data should all reinforce that effort. If dif-
ferent people independently iook at a proposed table and get
different ideas of what the table says, then more effort is
necessary to present the data more effectively. It may mean
that too much information has been presented or that the title
doesn't fit what follows. All the parts should add to an inte-
grated whole.

Format

The format of a table should help the reader understand
what is presented. Authors, who prepare excellent tables,
have differences in style. There is no single form which is
always best. But an author should be consistent. All the
tables in one publication should follow one basic form.

1. White space -- Avoid the look of crowding infor-
mation into a small box. Use white space to
separate information, to indicate that a change
has occurred or provide balance on a page.
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Too much space between columns of numbers
is worse than too little. Tt should be easy
for a reader to follow across a row of numbers.
Comparisons should be made easily. Small tables
can be incorporated into the text rather than
using the whole width of the page for two columns
of numbers. '

2. Horizontal lines -~ Commonly three horizontal
lines are used to set off the major parts of a
table: the title, the captions and the body
(table 5). Some books use no horizontal lines;
others use two under the title and again under
the body of the table. The larger or more com-
pPlex the table, the more these horizontal
lines will help the reader.

3. Vertical lines ~- The use of vertical lines should
be reserved for reference tables or appendices.
The Statistical Abstract of the United States
used vertical lines in nearly all of its 1600
tables. 8o does the Census. But for most special
purpose tables the need for a vertical line may
mean trying to do too much in too little space.
There are always exceptions. If two parts of a
table are separate then a vertical line calls
attention to the separation. As a practical mat-
ter vertical lines are difficult and expensive
for typists and printers. Avoid them if you can.

Title

The title of a table is analogous to the title of a book.
It should create some interest to look at what follows. It
should be short, clear and tell the purpose for which it was
constructed.

Most titles are too long. A desire for completeness may
override everything else. Short titles can be accurate and
complete. The central idea can be emphasized by the title as
well as the body of the table. Good titles like good litera-
ture are difficult to define. Following a set of rules will
not guarantee good titles but it should prevent most bad ones.

Specific Suggestions

1. Content ~- Titles should answer the questions,
what, where and when. In some cases the method
of classification within the table may be indi-
cated as well. Usually the question, what, is
answered on the first line. The sub-title or
second line indicates where and when.
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2. Length -- A title, which takes more than two
Iines, is usually too long. Some of it will
not be read. Either use a footnote for part
or something can be omitted. Phrases rather
than full sentences should be used.

3. TPForm -- Titles should take the form of inverted
triangles. Whenever possible the first line, de-
scribing what the table is about, should be
longer than the second.

4. Capitalization -- The first line of a title
should be set off from the sub-title whenever
possible. Full capitals or bold face type
achieve this effectively. The words in the sub-
title or second line usually are given initial
capitals. Since lower case type has been found
to be easier to read than full capitals, con-
sistent use of initial capitals throughout a
title is also guite acceptable.

5. Abbreviations —-- Avoid abbreviations. An excep-
tion may be "U.S." when followed by some agency
or department. Standard acronyms like USAID or
UNICEF are generally accepted.

A few examples illustrate some of these points. Actual
titles for tables as they were published illustrate what
was done originally and some suggestions for improving or
clarifying these titles are made.

Example 1
(Length and Form)

Original
Tabie 8. Allocation of the Total Value of Farm Producticn

Among Paid Expenses, Capital Charges and Residual
Returns to Tenant and Landlord on Grain Farms 340
to 650 Acres in Size, With Soils Rated 93-100C,
and Rented Under Crop Share Leases. A Comparison
of 1978 with 1967 and 1974 through 1977. Source
of data is Table 13 a and b.

Revision :
Totie 8. RETURNS TO LANDLORDS AND TENANTS: 340-659 ACRE GRAIN FARMS
65 Tllinois Farms, Soils 93-100, 1967 and 1974-78

Comment
The original title certainly tries to tell the reader what is
in the table. But it is easy to get lost in the detail. Pro-
cedures on calculation can be presented in the text or a foot-
note. The central point concerns how much resicual income goes
to the tenant and the landlord. The revised title focuses on
what, where and when.
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Example 2
(Central Idea)

Original
Table 1. HNumber and Percentage Distribution of Commercial
Farms with Annual Gross Sales of $2500 or More by

Economic Size Class, Nebraska and the U. S., 196k,
1969 and 197k,

Revision '
Table 1., CHANGES IN STZE DISTRIBUTION OF COMMERCTAL FARMS
Nebraska and United States, 196k, 1969, 197k

Comment

The original title is factual and correct, but long. The
reason for developing the table is not highlighted. The

revision gives emphasis to the purpose and the egsential
information as well.

Example 3
(Table Number and Form)

Original
T Table 2
Percentage Changes (Over Previous Census)
In Improved Agricultural Acreage By
Region in Canada
Revision
‘Tablie 2, PERCENT CHANGES TN AGRICULTURAIL ACREAGES
> Regions in Canada, Census, 1951-1971
Comment

One way to emphasize a table number is to put it on a line
separated from the title. The original title takes up more
space than necessary, This format wiil bring white space
into a publication if it is heavy with writing, But the
original form takes 4 lines when 2 would be sufficient,
Adding the time period covered as part of the title is
encouraged.
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Example 4
(Lack of Information)

Original
Mable 10. Life Satisfaction

Revision
Table 10. SATISFACTION WITH FARM LIFE
933 Towa Farm Wives, 1977
Comment

In the original publication tables 9 and 10 have the same title,
Life Satisfaction. One reports for the men interviewed, the
other for women. One must read the text carefully along with the
tables to get the necessary information. Iven though all of the
data presented in a bulletin refer to one survey, each table
should stand on its own. More information in this case would
help the reader.

Example 5
(Handling Complex Comparisons)

Original
TABLE 3. Otate Appropriations for Research and for Regsearch and
Extensgion Combined, in 14 States Spending Less Than
$48600 Per Annum On Research Tn 1925-30, As Percent of
U.8. Total of State Appropriations, 1925-30 and 1953-57

Revision
Table 3. RELATIVE GROWTH IN STATE APPROPRIATIONS
FOR RESEARCH AND EXTENSION
1L Selected States, 1925-30 and 1953-57

Comment
Tt is difficult to revise the title of this table unless one studies
the accompanying text. Even then one is not completely sure of
the author's intent. Some of the detail given in the original
title is repeated in the text. The method of comparison or tech-
nique of analysis, unless simple, should he explained somewhere
other than in the title. An effort to explain the purpose of the
table is as important here asg in any other table.
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Example 6
{(Relationship Statistics}

Original
Table 2. Effect of Qutput Prices, Environmentally Related
Yield Fluctuations, Farm Resources, Program Participation,
Staff Characteristics and Program Characteristics on Farm
Sales Revenue Increases of Participants on Small Farm Pro-
grams, Southern Region of the United States, 1977

Revision
Table 2. REGRESSION COEFFICIENTS: VARIABLES AFFECTING FARM SALES
Small Farm Programs, Southern Region, United States, 1977

Comment
The original title is taken from a table published in the AJAE,
May 1980. Most table titles in major Journals are short and
direct because they are reviewed by a number of people. This
one must have escaped such scrutiny. Trying to explain a relation-
ghip or the components of a model in a takle title is ueually a
mistake. Help your reader by giving the central idea in the title.
Use the text for explanations.

A good title is worth some effort. Potential readers
or users of tables deserve tc know what was done, where the
data came from and why it was assembled as it was. A good
practice is to read your title aloud to someone else. Often
that will make you more aware if it is too long, too complex
or confusing. :
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Captions

The title provides general information about the con-
tents of a table. Captions indicate what will be presented
in the column below. It is here that detail is regquired in
a brief form, The column headings usually tell what is in-
cluded in the table, how it is measured, the unit of measure-
ment and the time period inveolved, : '

Specific Suggestions

1.

Abbreviations -- Whenever possible, avoid abbrevia-
fiong. Write out words like bushels, pounds and
percent, An exception is usually made with dollars.
The dollar sign, if used at the left of the first
item in each column of figures measured in dollars,
is more convenient and sasier to understand than a
column of numbers headed by the word, dollars. In
general the unit of measurement should be placed as
close to the numbers as possible.

Capitalization -~ The first word in each caption
should be capitalized, other words in lower case.
thatever form of capitalization used, it should

"pe followed consistently within a table and through-~

out a report.

Method of measurement -~ When both the method of
measurement and the unit of measure must be indi-
cated, the method of measurement must appear in the
caption. The unit may be placed in the body of the
table itself below the caption. For example, a
table may be used to compare different measures of
output for the United States. Gross national product
might well be one caption. The unit of measure,
billions of dollars, could appear just above the
column of figures in the body of the table, or as
an added phrase in the caption (Gross national pro-
duct, billions}.

Comparisons -- If a comparison is intended between
two or more columns with a common characteristic,
this should be indicated by the caption. For
example:

Yield of tomatoes per acre
Gem Fireball Rutgers
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Body

The body of a table is its focal point. Here ideas are
presented and evidence arrayed. The skill! of an author is
finally reflected in the way he assembles his facts and the
ease with which another person can follow what he has done.
Clarity of presentation and economy of time and space are
fundamental things to attain in making decisions on arrange-
ment, content and detail. :

Specific Suggestions

1.

Number of columns ~~ Keep the number of columns in

a table to a minimum. A table with one or two col-
umns plus stubs is easiest to read. One with three
or four columns of numbers is more difficult to
follow. If five or more columns are required an
author should consider whether there is not a better
way to present the same information. These kinds of
tables are usually placed in an appendix or are used
as references.

General shape -- If there are more columns than rows
consider reversing the table. Can the row headings
be turned into column headings or captions? 1In most
cases they can. Tables which stretch.across a page
are hard to read. Consider typical reading habits.
If a total is presented the numbers which make up the
total are expected to be found above it.

Width -- The body of a table determines its overall
form or shape. Any table that is too wide to fit
across a regular 8 1/2 x 11 page should be reconsid-
ered. Readers like to lock at tables along with the
rest of the text. Turning a document sideways to
consider a set of numbers requires more effort than
most readers are willing to exert.

Stubs and descriptive material -~ The left hand side
of a table is used to describe what is placed in each
row. Comparisons are usually made across a table,
hence the stubs indicate the item for which compari-
sons are made. Arrangement within the stubs provides
emphasis. Minor items which make up totals are
usually indented under major headings. The first
word in each stub is usually capitalized.

Rounding numbers -- Most tables do not present the
original data which others will use as references.
Two, three or four significant digits will present
as much information as is needed or desired. Rela-
tive size is easier to grasp when rounding is done
for a reader. Detailed statistics usually belong
in an appendix or another volume.
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Some special problems arise in rounding numbers.

(a) Round to a commonly used unit. If some fraction
of a dollar is important, use two decimal places
{(cents) rather than one even though the units
are rounded to tenths of a dollar ($7.20, $18.40,
$6.80, $0.30). Even if the basic data were cor-
rect to the nearest cent, the rounded numbers
may tell the story equally well or better.

(b} Adding three zeros after two OF three digits to
indicate thousands may be more effective than
heading a column, thousands. Rounding to millions
or billions is more common than rounding to thou-
sands, hundreds or tens,

(c) Use a zero before the decimal if there is no sig-
nificant digit on the left hand side of the deci-
mal point. This insures that the decimal is not
overlooked. '

Totals and averages =-- Totals and averages are

placed below the numbers from which they were com-—
puted. Some argue that if the total is of primary
concern it should be presented first and the data
from which it is computed be presented later. Most
people expect a total or average after they see the
numbers from which it was developed. Totals or aver-
ages should be set off from other numbers by skipping
a line to draw attention to the change.

Omissiong -- Tack of information for one or more items
in a column of figures should be explained using a
footnote. (Some authors use "NA" to indicate that

the data were not included because they were not
applicable,)

The word, none, or a "“0" indicates that the
author filled the space consciously. The use of a
dash may be interpreted in a variety of ways and is
not recommended unless explained,

Estimates and sources of data -- If one or meore num-
bers in a table is obtained from a different source,
calculated in a different manner or estimated, atten-
tion should be drawn to this fact by using parentheses
or a footnote. Parentheses around a number imply '
some kind of calculation or estimate. Standard errors
or t ratios are frequently presented using parentheses
directly below a coefficient.
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Spacing ~- Tables that have more than seven or
elght rows of numbers benefit from leaving a blank
line after every fourth, fifth or sixth line.

Space  helps to emphasize particular
numbers or lines. A row of totals is emphasized
by skipping a line after listing the original
numbers. In a frequency distribution a change in
the interval used is signaled by skipping a line,

Lines -- Vertical lines should be avoided. They
should only be used when an important division is
required in a multi-column table. Reserve vertical
lines for REFERENCE tables., Horizontal lines should
be kept to a minimum. Three are standard: one after
the title, another below the captions, and a third to
separate the body of the table from footnotes and
Source notes or the text material which followe.

Punctuation -- Commas are used when four or more
digits are presented on the left hand side of a
decimal point. Dollar gigns are usually placed in

the first row of a column, one space to the left of
the longest number. C(olons are commonly usad after
major headings in the stubs and captions although

this is not mandatory. Parentheses provide a warning
that a number or word is different or unusual. Under-
lining should be used for emphasis. :
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Source Note

The source of basic data should always be acknowledged
unless the information was collected by the author. This
acknowledgment comes at the end of the table below the foot-
notes if there are any. The title of a general publication
or the name of the agency collecting data is sufficient for
general sources. Greater detail is needed when the data come
from something other than a standard reference.

Designation of the source should stand out. Since every
table should stand by itself a source should be repeated even
though it was listed on a previous table. Whenever possible
gquote the original rather than a secondary source. Abbrevia-
tions are acceptable if they are commonly used. For example,
the following is an acceptable source note:

SOURCE: U. S. Department of Commerce
or

SOURCE: U, &8, Bureau of the Census,
Current Population Reports,

Specific Suggestions

1. Location == The source note should be clearly
separated from footnotes. Skip a line and
start the statement at the left margin ot the
table.

5. Form —-- The word, SOURCE, either full capitals or
inderlined should precede the statement. A phrase
rather than a sentence is sufficient. The less
familiar the source the more detailed should be
the citation.

3. Lack of citation -- Remember that a table without
a source note implies that the author collected
the basic data.
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Footnoctes

Footnotes are used to explain numbers or phrases in a
table which are unusual and which cannot be explained within
the framework of the table itself, Avoid footnotes whenever
possible., They detract from the general appearance of a table,
If the numbers in a table come from a variety of sources,
footnotes will be required. When used they should be concise
and limited to one line if possible.

Specific Suggestions

1, Location -- Footnotes should be placed immediately
below the last line of the table. They should be
indented a few spaces from the edge of the table
and prepared in sentence form.,

2, Designation -~ Letters rather than numbers should
be used to designate footnotes in tables, Lower
case letters are not likely to be confused with
numbers in the body of the table and stand out
sharply. Asterisks may be used if one or perhaps
two footnotes are required, When three or more
footnotes are required, letters should be used
instead of asterisks, They should be used in
alphabetical order and hence require less space
than doubling and tripling of symbols,

3. Order -~ Footnotes are listed in order starting
with the title, followed by the captions, stubs,
and then numbers in the body of the table.

Examples of Table Revisicns

Some tables, presented as they appeared in their original
pPublications, have been selected to illustrate a number of the
foregoing suggestions, Both the original table and a revision
are presented. Anyone, including this author, is capable of
pPreparing a poor table. Hence the following tables should be
considered as demonstration materials. They were not selected
with any intent of discrediting the work of the several authors,
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Example 1
(Rounding Numbers)

Original (From AJAE 62(1980):21k4),

Table 2. Present Values of Public Sector Proj-
ect Costs at Stated Discount Rates

Present Values in Year 1,
at Discount Rate

Source of Cost 5% 10%
Interest subsidy® : 17,016.41 107,672.97
Grant monies® 669,849.58 553,305.95

‘Total public sector cost 686.865.99 660,978.92

& The accounting model is Z (Ap, — Ar)/(1 + )t
i

b The accounting model is Z G/ + pY.
i

Revision

Table 2. PRESENT VALUES OF PUBLIC SECTOR PROJECT COSTS
Kentucky Marketing Cooperative, 1969-

_ Discount rates
Source of cost 5% 10%

present wvalus In year to

Tnterest subsidy $ 17,020 $107,670
Grant monies 669,850 553,310
Total public sector cost $686,870 $66d,980

Comment

calculators and computers carry out numerical operations
to many decimal places. An analyst must put numbers in
perspective both for himself and the reader. Most of the
time the numbers will have meaning in relative terms. Three
or four significant digits will suffice.

In the revision the words, present value in year t_, were
moved as close to the numbers as possible. Units of measure
are easily lost in the captions. '

The two footnotes were dropped in the table revision
pecause the formulas were standard formulations. 1In a
journal article it is safest to include them, but they
could well appear in the text if necessary. '
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(From BSPR3, Ohio State University, April 1980, p, 11),

Original
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Revision

Table k.

(Format, Position on Page)

FARMS WITH MILX COWS BY STIZE OF HERD

-2

Example 2

United States, Selected Census Years, 1940-Th

Census year

Description 1950 1950 1959 1969 197k
number of farms
Herd size: ‘
1-19 4,538,000 3,465,000 1,572,000 363,000 221,000
20 - 49 115,000 166,000 230,000 157,000 119,000
50 or more 10,000 17,000 35,000 48,000 61,000
Total 4,663,000 3,648,000 1,837,000 568,000 Ok, 000
percent of total Tarms
Herd size: '
1 - 19 97.3 95.0 85.3 63.8 55.5
20 - 49 2.5 L.5 12.5 27.7 29,4
50 or more 0.2 0.5 2.2 8.5 15.1
Total 100.0 100.0 100.0 106.0 100.0
SOURCE: U, 9. Bureau of the Census, Census of Agriculture,
Comment

The original table is hard to read for a number of reasons.
Tts location on the page requires a reader to turn the report
in order to study the title and table contents. Adding some
" horizontal lines helps the reader separate captions from the
key numbers. Mixing percentages with the original data makes
comparison difficult. One could argue that the percentages
are unnecessary. If they are included it is easier to see the
changes through time as suggested in the revision.

Some of the other proposed changes are more a matter of
style or preference than requirements. Because the data came
from the Census some would feel that the numbers should not be
rounded. But if one is trying to show the nature of changes
in these distributions over time, the rounding helps. Moreover
the original data are always available and the author has al-
ready aggregated the herd size categories.

In 1950 and 1959, the data presented in the original
table do not add to the total number of farms for those years.
Returning to the census the discrepancies were found and the
numbers for those vears revised accordingly. A general rule
for any author is to make sure one's numbers add up or are
internally consistent. If there is a problem it should be
corrected or identified as such.
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Table 21,

24~

Example 3
(Reversing Captions and Stubs)

(From Iowa State University Bulletin P-1h1, April 1978, p. 18),

Farm business organization type by acres of cropland operated.

Farm business

Size of farm:

Acres of cropland operated

organization type

reported by farm None or
operator 1-74 75-14%9 150--299 300-499 z 500 no response Total
Number of farms reporting .
Single operator 91 180 308 175 64 14 832
(9.7) (19.2) (32.8) (18.6) (6.8) (1.5) (88.3)
[94.8] [98.9] [9G.1] [85.4] [64.0] [93.3]
Partnership 5 2 32 26 24 1 90
{on some or all) (0.5) { 0.2) { 3.4) (2.8 (2.6) ¢ .1) ( 9.6)
[5.2] [ 1.1] [ 9.4] [12.7] [24.0] I 6.7]
Family _
corporation — —— 1 4 11 -- i6
(0.1) { 0.4) {1.2) (1.7)
[ 0.3] [ 2.0] £11.0]
Manager (only) - _— 1 _— 1 — i
( 0.1) {0.1) { 0.2)
[ 0.3) {1.0]
Total =13 182 342 205 1060 15 540
(10.2) (19.4) (36.4) (21.8) (10.6) (1.6) {(100.0)
[100.07 [100.0} [100.0] [100.0] [100.0] [100.0]
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Example 3
(Reversing Captions and Stubs)

Revision

Table 21. FARM BUSINESS ORGANIZATION AND ACRES OF CROPLAND
940 Towa Farms, 1976

Acres of Business organization
cropland Single Family
operated operator Partnership corporation Manager Total

number of farms

1 -7k 91 5 0 0 96
75 - 149 180 2 0 0 182
150 -~ 299 308 .32 1 1 3h42
300 - 499 175 26 L 0 205
500 and over 6h 2l 11 1 1090
No response 1k 1 0 0 15
Total 832 90 16 2 9h0

Comment

It is usually easier to look at a frequency distribution
when numbers are presented in a column next to the individual
classes. In this case there are four different business or-
ganizations to consider. Partnerships and family corporations
are used in the farms with larger crop averages. All the
necessary information is included in the revision, One could
leave out the last column in the table.

The authors of the original table sought to help readers
throughout their bulletin by including percentages both for
row totals and for column totals. This practice may be help-
ful to the analysts themselves. For most of us it is confus—
ing and unnecessarily complicated. If specific percentages
are important they can be discussed in the text or a separate
table prepared.
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Example 4

(Space, organization)

Original (From North Central Journal of Agricultural Economics 1(1979):10,)

Table 3. Impact of Energy Price Increases on Activity Levels, Net Returns,
and Energy Consumption on a Representative lowa Farm Allowed to Rent Additional Land

Sojutions
Benchmark Twofold Fivefold Tenfold

Activity No EPI* EPI EPI EP1
Corn-Sovbeans 67

Low fertilization (acres)
Continuous Corn i

High fertilization (acres) 570 357
Corn-Corn-Soybeans

High ferrilization (acres) 403
Corn-Ozts-Meadow-Meadow 40

High fertilization facres) 40 40 40
Corn-Corn-Qats-Meadow

High fertilization {acres)
tog farrowings (litters) 100 100 100 100
Finishing market hogs (head) 525 616 700 700
Feeder calves fed excreta (head) 273 - 208 180
Feeder calves fed corn grain (head) 153 27 92 120
Feeder yearlings fed excreta (head)
Cow/calf fed excrera (units)
Methane digester operation level 68%
Methane digester income penalty $7,135 $5,999 $1,826
Net returns $70,290 §58,685 $36,867 $10,059
BTUs (106} 4,779 3,098 2,370 1,230

*EPI = energy price increase.
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Example 4
(Space, organization)
Revision

Table 3. IMPACT OF INCREASED ENERGY PRICES ON PARM ORGANTZATION
Representative Iowe Farm, Renting Allowed, 1976 Conditions

Fnergy price increases assumed
Activities None Twofolad Fivefold Tenfold

Optimal solutions

Crops, acres¥

Corn-soybeans : 67
Continuous corn 570 357
Corn-corn-soybeans . o3
Livestock

Hog farrowings, litters 100 100 100 100
Finishing market hogs,

herd 525 616 700 700
ieeder calves fed excreta 273 208 180
Feeder calves fed

corn grain 153 27 92 120

Other results
Methane digester operation

level 68%
Methane digester income

penalty $7,135 $5,999 $1,926
Net returns 70,290 58,685 36,867 $10,059
BTUs (106) 4,779 3,098 2,370 1,230

¥Corn-soybeans at low fertilization rates, all others high.

Comment

The original table reports a series of optimal solutions
for an Towa farm obtained by linear programming where energy
prices are increased successively but other options held con-
stant. Most readers interested in these results will have
some knowledge of the technigque of analysis. The need is to
facilitate comparisons and help the reader observe important
changes related to energy prices.

The key changes in the revision relate to the title,
captions an