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* PREPARE A WRITTEN DOCUMENT

* TYPES OF REPORT

« THE WRITING PROCESS

« BASIC STEPS FOR WRITING REPORT

* THE ESSENTIAL STAGES OF REPORT WRITING |

BASIC BUSINESS WRITING TIPS

STATISTICAL DATA DISSEMINATION

 OFFICIAL DISSEMINATION

 DATA DISSEMINATION TO PUBLIC-AT-LARGE
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Breparelaliiritteniocument

What kind of document should you write?

Preparing the document What is the purpose?
Who is the audience?

. o Which information to collect
Collecting and organising

. ! How to collect the information
information

How to organise the information

How to choose the best words
oy . How to devel tli
Writing the document -

How to edit the document
How to format the document

Source: https://etraining.communitydoor.org.au/mod/page/view.php?id=39
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Formal and Informal

Long and Short

¥

Analytical and
Informational

@
| Functional
Reports
Lateral or Vertical By Format -~

Source: https://www.legit.ng/1191952-how-types-report-writing.html
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1UIRIOCESS

Prewriting .
- purpose and audience _;.;ﬁ!”é% Ef::::::gions
- brainstormi A
- form " .,f-“#r :;‘#“
,,%,, Revising &
} - clarifying
' - regmunizing g
w - refining :
Wl"l'l'l'l"lgf - using precise language 2
- organization
- volce F ) :
- word choice 3 Fﬁﬁ“
- sentence fluency ;

!"IL{,_Q.P.._?.

3 F, Publishing/Sharing
%f‘” %&‘ - bulleTin board
. 2 - website
Responding - performance

- teacher/peer conference - author's chair
- self/peer evaluation
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BasiciStensioniritinglRenort

Ste
Ste
Ste
Ste
Ste
Ste
Ste
Ste
Ste
Ste

0 1:
0 2.
0 3.
0 4:
0 5:

Declide on the 'Terms of reference'
Decide on the procedure

-Ind the information

Decide on the structure

Draft the first part of your report

0 6: Analyse your findings and draw conclusions

0 7. Make recommendations
0 8. Draft the executive summary and table of contents

0 9: Compile a reference list

0 10: Revise your draft report

Source: https://www.openpolytechnic.ac.nz/current-students/study-tips-and-techniques/assignments/how-to-write-a-report/
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fhelEssenualiStagesiofiRenoriiiriting

Stage One: Understanding the report brief
Stage Two: Gathering and selecting information
Stage Three: Organising your material
Stage Four: Analysing your material
Stage Five: Writing the report

Stage Six: Reviewing and redrafting
Stage Seven: Presentation

Source: https://www?2.le.ac.uk/offices/Id/resources/writing/writing-resources/reports
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BasICIBus

« Stop and think

* Don’t use jargon, don't try to sound smart, let your ideas be
smart

« Use as few words as possible and kill multi-word phrases

 Reduce adjectives and adverbs

* Write more and read more to be better

« Always know your audience

* Do reread and rework the first draft

« Edit, edit, edit, edit.

Source: https://bizfluent.com/about-6690331-importance-effective-written-communication.html
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® Follow organisational
guidelines and procedures

® Ensure that you have
identified and conveyed
key messages in writing

® Use correct grammar and

%  gspelling

=== © Structure writing into a

7 { a logical framewor

Written Communication — Good Practice

© Beable to identify
relevant information in
written communications

® Be able to review and
proofread own written
work

® Be able to conveying
alternative viewpoints

® Be able to review and edit
documents created by
others

® Become proficient at
taking notes
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StatisticaliDatajDisseminati

Data dissemination consists of distributing or transmitting
statistical data to users.

The First Principle of UN Fundamental Principle of Official
Statistics: “Official statistics provide an indispensable element in
the information system of a democratic society, serving the
Government, the economy and the public with data about the
economic, demographic, social and environmental situation. To
this end, official statistics that meet the test of practical utili
to be compiled and made available on an impartial |
basis by official statistical agencies to |
honour citizens’ entitlement to public mformatlo' X

1 Source: https://nsdsguidelines.paris21.org/node/796




gfficialiissemi

« Aresponsive statistical agency commits to releasing
iInformation to the public at regular intervals.

* These can satisfy national, regional and international reporting.

* Working on a data dissemination plan should involve the focal
points and key persons involved in the process across the
statistical system.

* Reporting by statistical agencies to international monitoring
agencies often follow specific reporting requirements and
formats

* These should be reconciled within the context of a
public data dissemination policy in which the public-at-

large have access to the same information
Source: https://nsdsguidelines.paris21.org/node/796
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DatajdisSem

Information Audiences
<+ Size of Audience >

>

Leaders from govemmel’-t, business and civil
society, along with officials, managers,
researchers and the general public

eadme
nadcators

Policy bnefs

Indicator sets

-

Flagship publication

Managers, analysts, and
researchers from
government, business
and chvll soclety and
research
institutions

Headine publications

Official statistics and geographic info
Case studies and direct data collections

-

Increasing levels of aggregation / summansation

data on businesses, households or indivduals

< Quanty of information >

Figure 1: Information and audience model for the ECA data and related information and knowledge products.

Source: UNECA




Datajlisseminationitolpubliczatzlarye

« Disseminating data to the public-at-large requires data
dissemination strategies.
« The illustration provides a conceptual reference that should
define the various user communities and the demand for data
they require
* The development of a coherent data dissemination policy with
an enabling development document that accounts for activities
and funding and monitoring progress will provide the practi/cal;"‘\ \

context for implementing the dissemination policy. . . .

» To provide relevant and effective data visuals for © ¢ & &
informing certain sectors in society. g 1

Source: https://nsdsguidelines.paris21.org/node/796
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