Principles of Well-Written Data Materials
Following are some questions to consider when reviewing your data publications:

· Is the format (e.g., fact sheet, technical report, website) the most effective vehicle for the goal of the piece?  Does the piece provide readers with a call to action? Should it?  Is it meant to change awareness, knowledge, attitudes, or behavior?  Does it?

· How effective is the use of color? Is the typeface appropriate? Legible?  Is the print the right size?
· Is the layout used to draw the reader’s attention to specific areas and items of importance?  Are your key data points emphasized and not lost in the information?  Are the sections sequenced logically?
· Is the writing and data display technically appropriate for the audience?  Are terms/abbreviations/acronyms clearly defined?  Is readability level appropriate?
· Is the information presented factual and accurate?  Is there anything in the materials that is misleading?
· Do the visuals/graphics (charts, tables, maps) effectively support the text?  Do the graphics need a lot of explanation or are they clear and understandable?
· Are the visuals/graphics known to the target audience(s)?

· Are more visuals/graphics needed or are they used too much? 

· Is there contact information provided on the piece?  Is a contact(s) or website(s) listed explaining where to get more copies?  Does your document comply with the American Disabilities Act?

· Are your data sources cited properly?  Do you need a glossary of uncommon terminology or data definitions?

· Have you acknowledged the contributors to the document?

· Are methodology and data limitations described in the document or is there a contact listed for more information on methodology and data limitations?

· Did you have the document edited for proper grammar, spelling, clarity, and punctuation*?

· Is there a date of publication on your document?

Adapted from:  Marketing Matters: Building an Effective Communications Program, National Clearinghouse on Child Abuse and Neglect Information, Department of Health and Human Services, PO Box 1182, Washington, DC  20013-1182.  
*Hacker, Diana.  A Writer’s Reference, Fifth Edition.  Bedford/St. Martin’s, Boston, Massachusetts.  2003.
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“Information that Works”
Your Audience wants data to be: Research-based, objective, reliable,
solid, trusted, accurate and used for good decisions.

SOURCE: PHIP Communication Committee Focus Group.
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SOURCE: Adapted from Anderson, S.B., & Ball, S. (1980). The profession and practice of program evaluation.
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