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Information Need Satisfaction 

· Report generation is the task of making the survey results respond directly and meaningfully to the informa​tion needs.

· During the reporting phase, the questions, scales, and questionnaire are usually rearranged to make the infor​mation understandable and easy to grasp by those seeking the information.

· The main information requirements and the most important items or facts are ordinarily listed first, followed by those of lesser importance, regardless of the order in which they appeared in the questionnaire.

· The most common way to report survey results to sponsors is with a combined narrative and condensed tabu​lar report.

· Charts and graphs may be organized, indexed, bound, and delivered to the sponsor for later reference; such documents are only very rarely the major report vehicle.

Report Introduction

· The most useful an practical form of organization for a survey report is one that might be called the "news​paper" format. 

· The results are presented two or three times, rather than just once, but the level of detail increases sub​stantially each time and the sections are divided and identified.

· Begin with an executive summary.

· Often no more than a page or so.

· Includes only the major highlights of the results.

· Often uses bulleted paragraphs ranging in length from a single line to only a few lines.

· Should take only a few minutes to read.

· Should only "hit the high points" of the information acquired in the survey an excites the interest and curiosity of readers, provoking them to look further to the next section.

· Use headings or key phrases to identify sections.

· Use a response summary questionnaire.

· A facsimile of the questionnaire containing brief listings of the distributions of response.

· Delete superfluous content from the response summary.

· The cosmetic aspects of the report are very important: Sponsors are seldom experts at judging the technical performance of the survey designer or researcher.

· They will place more confidence and value on any report that's neatly and carefully composed and pre​sented than on one that's quickly or ineptly composed.

· The advantage of including a response summary questionnaire is that sponsors can turn to it later to see how the actual questions were phrased, the order in which they were presented, and the nature of the surrounding material.

Narrative Reporting

· Divide the text into major sections according to the types of information needs, topics, or issues.

· Included the tables after they have been referenced in the text, not before.

· Avoid technical jargon used in statistics or processing in favor of the simpler, lay person's vocabulary.

· Use short, simple, direct sentences, rather than long, complex ones.

· Use nouns repetitively to avoid any confusion about the antecedent of pronouns such as it, them, they, etc.

· In reference to tables, figures, and other inclusions, identify them by their number or letter, rather than by indefinite terms such as "the table."

· Make the text interpretive, rather than just descriptive of the results.

· Introduce each major section by identifying its purpose or the reason for including it.

· Discuss the major facts or relationships contained in each table or figure, but make the text fairly indepen​dent, so it's meaningful without reference to tables.

· Include additional ideas, conclusions, or suggestions, based on previous experience or intuition, but clearly note when they go beyond the actual results.

Tabular Reporting 

· The tables in the report should be edited versions of those generated by the analysis programs.

· Only the relevant values and entries should be included.

· Two basic things the researcher must decide when composing tables or figures:

· format

· labeling 

· When choosing a format, use space as effectively as possible.

· Arrange rows, columns, and sections so they contain similar material or apply to the same concept or topic.

· Allow enough "white space" so the tables or figures don't appear to be glutted with numbers or words.

· It's usually best to use vertical, rather than horizontal pages for the entire written report.

· Use a very consistent format.

· No one table or figure should require more than a very few minutes of study to comprehend.

· Each table or figure in the report should be named and titled.

· Consecutive numbers make better indicators than letters, roman numerals or other symbols.

· The title should say what's in the body of the table or figure.

· It's essential the title of the table or figure tells the reader exactly what the table contains.

· The reader should be able to understand clearly what's in the table without reference to the text or knowledge of any other part of the report.

· It's always better to include less information on each table and use as many as needed.

Graphic Reporting 

· All types of graphic figures - graphs, charts, plots and diagrams - have one thing in common, and it's their main advantage over tabular reports: They map quantities and relationships more directly than words or numbers.

· Graphics can convey configuration - the total picture in an instant.

· They take considerable time and effort to produce, and they consume very large amounts of space in a writ​ten report.

· Name each graph or chart with a consecutive number, rather than with letters or roman numerals.

· Graphics can play one of two roles in a report, relative to the tables:

· They may replace tables.

· They may supplement them.

· Using them as supplements is more common for written reports.

· For oral presentations using slides or transparencies, it's more common for graphic figures to re​place tables.

· Title each graph with a brief description of exactly what quantities the lines, bars, or areas represent.

· Use X axis and Y axis titles to indicate what spectrum or dimension each axis represents.

· If multiple variables are plotted, label the plot elements or show a legend on or beneath the graph to indicate what each represents.

· Include tic labels to show the levels, quantities, or proportions on the X axis and Y axis scale.

· Use enough grid lines to allow the reader to estimate quantities but not so many as to make the graph dense or cluttered.

· Including value labels on bars, plot points, or pie segments may allow the graph to substitute for a table, rather than just supplement it.

· Use the same graphic format consistently whenever possible so the elements are quickly recognizable once the reader is familiar with the first.

· Use the same proportions and scales when results are to be compared from one graph to the next.

· Allow sufficient "white space" and don't contain so much information on one graph as to make it overly complex.

· Note statistical significance with an asterisk or letter superscript and note the probability level in a footnote below the figure.

· Always try to keep it clean and simple. When there's a choice between a simple and a complex format, al​ways select the more elementary one.

Reporting Multiple Choice Items

· Multiple choice items that consist of categorical data are usually described by listing the percentage of re​spondents choosing each category.

· The number of respondents for the item can be shown so the readers can calculate the number for each re​sponse if they wish to do so.

· Usually the "others" are recorded on a codelist and entered into the data file for processing, but they're not or​dinarily listed in a report unless a substantial number of respondents select one particular "other" alternative or the sponsors express an interest in having these so-called "write-ins" reported.

· If the "other" alternatives are included, they could either be included in the table or listed in a separate table with the percentages based only on those who selected and entered some additional, miscellaneous alternative.

· The narrative discussion of thus information is likely to be brief.

· It's usually important only to identify the most popular categories, and perhaps to comment on the re​sults if they're no intuitive.

Likert Scale Item Reports

· Generates ordinal data.

· Multiple Likert scale items can be shown in a single table.

· It's never advisable to in a final report to list the code values above the columns and print the scale below the table.

· It puts too much burden on the reader.

· Condensed tables allow the reader to make direct comparisons quickly and easily among comparable items.

· Showing the entire distributions of response to Likert scale items has both advantages and disadvantages.

· Ordinarily, the entire distribution are of interest.

· They should be listed if it would be useful to compare each category with the others.

· It takes more space and makes the comparisons among items more difficult because there are so many values to study.

· Only the median values can be listed as an alternative to the entire distributions.

· Recommended to facilitate comparison among items and to save space when there's no need to compare individual categories.

Verbal Frequency Scale Reports

· Generates ordinal data.

· Analysis routines often generate one page for each item, containing the frequency and percentage table and perhaps the median value.

· With such reports, comparisons among items are difficult.

· It is common with well-composed survey items and well-constructed questionnaires to retain the original or​der of items they represent a rough "continuum."

· The format and sequence permit the report reader to examine the change in the distributions from one item to the next, moving downward in as the level of some underlying dimension increases or decreases.

Ordinal Scale Reports

· The categories are listed in a sequence representing the increase or decrease in the order of magnitude, al​though intervals or "steps" between scale points aren't necessarily equal to one another.

· When other things besides the amount of agreement or the frequency of something can be arranged in a fairly large number of sequential steps, the scale is called an ordinal scale because it shows only the order of things and generates ordinal data.

· The number of respondents should always be listed clearly on the table so readers know the total on which the percentages are based.

· The cumulative percentages are often very revealing for ordinal scale items.

· In the narrative of a table that includes cumulative percentages, it's important both to explain the cumulative percentage distribution, if that has not been done earlier in the report, and also to note the relevant results in terms of both category percentages and cumulative percentages.

Forced Ranking Scale Reports

· Ranking alternatives creates an ordinal variable for each item ranked.

· An analysis routine to generate frequency and percentage distributions might produce one table for each item ranked.

· The data can be condensed into a single table.

· Aside from saving report space and reader, there's another advantage to condensing tabular reports of rankings: showing the percentages (Example 12-6):

· Either the columns or the rows can be compared with one another by those studying the relationships among the items.

· The table provides those seeking the information with an entire "picture" of the pattern of preferences, rather than merely information about individual items.

· The table doesn't show how those who ranked a particular item a certain way ranked the other items, but that can be determined by a set of cross-tabulations for each pair.

· Figure 12-8: stacked bar chart of the distributions shown in example 12-6:

· Makes the distinctions more striking, but at the expense of the numeric precision found in the table.

· Where it's impractical to include value labels on the graph, both the table and graph might be used in the report.

Paired Comparison Scale Reports

· Paired comparison scales are used only rarely in surveys because the data from them are difficult to analyze.

· There are some situations where it's appropriate to use paired comparisons because the scales actually mirror "real-world" choices the respondents must sometimes make.

· Example - comparing three kinds of meats.

· Intransitivity - results when a respondent indicates they prefer: A over B, B over C, and C over A.

· It's a logical impossibility, but it often happens with paired comparisons when many pairs are being rated.

· When paired comparisons are used in surveys and reported in tables or graphs, either the coefficient of transi​tivity should be reported, or if the cases were eliminated, that should be noted.

· The narrative should briefly explain transitivity, at least the first time the term is referenced in the report, as well as explaining the meaning of the results.

Comparative Scale Reports

· When an absolute reference is lacking or inadequate and comparisons or relative measures are required, there's no necessity to use paired comparisons.

· Example 12-8

· Reports the results of comparisons between the sponsor's retail store and six other shops.

· Scale values are oriented around zero and ranged from a negative two to a positive two.

· With the percentage distributions listed, those who read the table can easily make comparisons of cate​gories or response across the rows.

· For a quick comparisons of the items among one another, the averages can be compared.

· The averages provide a quick and fairly indicative measure of the relationship between each competing shop and the "standard," the sponsor's own shop.

· The plus or minus sign provides a very visible indication of whether the other shop is regarded more or less favorably than the standard for comparison when the scale pivots on zero.

· The magnitude of the average value shows how much more less favorably the other shops were perceived by respondents.

Horizontal, Numeric Scale Reports

· Example 12-9:

· Tabular report of the results that rated 14 attributes of sports equipment.

· Because the scale has equal intervals, the mean values were computed and listed, rather than the entire distribution for each item.

· The table notes the range of the scale and the number of respondents for the item.

Semantic Differential Scale Reports

· Semantic differential scales are widely used in survey research for the measurement of image profiles.

· Example 12-10:

· Not an effective way to report semantic differential scale results.

· It contains all the information and shows the values for each, individual item, but it's almost impossible to see the image profile.

· When the questionnaire was constructed, the survey items were ordered in a sequence dictated by the response task.

· The items were randomly ordered and some were listed with the positive adjective first while others were reversed.

· When the modal values are listed in a table or plotted as they are, they don't actually form a profile for interpretation and reporting.

· Lower section - figure 12-12

· Several of the items were "reflected" or reversed so all positive adjectives are shown on the left, with their negative counterparts listed on the right.

· Item pairs were reordered so those receiving the most positive responses were listed first and the less positive items followed in sequence.

· A major goal when composing tables and graphs for reports is to enhance the information by facilitating the recognition of patterns and the comparisons among items.

Adjective Checklist Reports

· The most simple and direct way to measure image attributes in a survey. 

· The price of simplicity is that only categorical, dichotomous data are obtained for each item.

· If the data for the entire sample, combined, were to be shown in a table, they would be obtained by generat​ing an individual frequency table for each item, then listing only the percentage checking the item in the con​densed, tabular report.

Semantic Distance Scale Reports

· Method for measuring image profiles

· Example 12-12

· Shows the results of a series of semantic distance scale items.

· The median value was chosen as the appropriate average to list, based on the skewness and kurtosis of the distributions.

· Those most descriptive were listed first, followed in sequence by those regarded by respondents as less descriptive.

· When a semantic distance scale is used to measure an image profile, there's no need to reverse the items.

· One of the main reasons for using a semantic distance scale, rather than a semantic differential, is to avoid the need to identify bi-polar adjectives.

Fixed Sum Scale Reports

· Fixed sum scales yield as many variables as there are items, but the objective is to show the proportions of each item, based on a specific total of incidents.

· To convey the complete meaning of the data, all the variables from the scale must be reported in a single table or chart.

· If the variables have some inherent, orderly sequence, they should be reported in that sequence in the report.

· Despite the fact that the items are individual variables, the data can be converted from whatever fixed sum or given total was used to a base of 100.

· The item mean values are actually percentages.

· The mean percentage is the appropriate average because the median or modal percentage values wouldn't nec​essarily total to 100 or any other fixed sum.

· Pie charts lend themselves especially well to portraying results from fixed sum scales.

· The narrative description of the table or graph reporting a summary of the fixed sum scale should indicate the actual value of the given total used in the questionnaire if the proportions have been converted to percentages.

· The narrative should also explain the nature of the scale, if it's the first time such data are presented in the re​port.

Measures Of Association

· When the relationship between variables is to be shown, the data reported within one table, graph, or section are often derived from different types of scales.

· The focus isn't so much on the description of each variable as on the relationship between the variables.

· Statistical analysis routines to measure the associations between variables almost always provide many more coefficients and values than needed in the final report.

· It's important to note those conducting and reporting academic, rather than pragmatic survey research may wish to provide their readers with more comprehensive and detailed business, government, and organizational practitioners.

Cross-Tabulation Reports

· The appropriate method used when the relationship between two categorical variables is to be measured.

· Vertical banner format:

· The same categories are listed on the columns for all sections.

· "Slugs" - effectively divide the table into sections to avoid confusion among several variables contained in a table.

· The number of respondents is listed so readers know the total on which the percentages are based.

· Use an asterisk and footnote to identify variables of statistical significance.

· The narrative text to accompany a vertical banner table should briefly explain the format and note the statistical significance and identify the major results.

· Horizontal banner format:

· Ratings define all rows.

· Each pair of columns shows the percentages for each variable.

· Column percentages are listed in the body of the table, so they total downward to 100 percent.

Analysis Of Variance Reports

· The statistical method for measuring the significance of differences among mean values of a continuous, de​pendent 

·  variable for the categories of an independent variable.

· The actual probability may be listed in the table, rather than merely noting statistical significance, providing the narrative explains the meaning of the probability, or the report readers are all very likely to know the meaning from an earlier explanation or previous training and experience.

· The narrative text should typically identify the highest and lowest mean value for each category, for one vari​able at a time.

· Any trends or identifiable relationships among categories, in terms of the mean values, should be noted in the narrative, and the major differences by category should be discussed.

Paired T-Test Reports

· The statistical method for measuring the significance of the difference between means for a pair of continuous variables both obtained from the same respondents.

· For pragmatic survey research, the reports usually show only the mean values; academic survey research re​ports would probably contain much more detail.

· It's advisable to show the direction and magnitude of differences in means.

· Always make some notation of the statistical significance.

· In many cases, there's no need to list relationships that don't prove to be statistically significant.

· Whenever similarity in values is as notable or even more remarkable than are differences in values, the simi​lar pairs of means should be listed, even though the differences aren't statistically significant.

Correlation Analysis Reports

· The statistical method used to measure the relationship between two continuous variables in terms of their change or variance from one respondent to the next.

· Correlation analysis doesn't assume one is causing or determining the other.

· When the data are from interval or ratio level scales, product - moment correlation is used.

· When the data are from ordinal level scales, rank correlation is appropriate.

· When rank correlations are shown, it should be noted in the report table.

· If the table simply lists correlation coefficients, the assumption would be that the coefficients are product -moment correlations.

Regression Analysis Reports

· The statistical method used to measure the effect of one continuous variable on another.

· It's always advisable to list the mean, minimum, and maximum values for the variable in regression analysis reports.

· The value of r-square is shown in the regression analysis report to indicate the degree to which the indepen​dent variable affects the dependent variable.

· It suggests how accurate a prediction based on the regression equation might be.

· The standard error of the estimate and the standard errors of the constant and the regression coefficient might also be included in the report, if the readers are sufficiently informed or familiar with the regression analysis.

· Regression analysis is a powerful tool, but it's also rather complex.

· Regression analysis often requires a fairly complete and elaborate narrative explanation for report readers and sponsors who aren't completely familiar with statistical methods.

Concluding The Project

· The final report of the results should be carefully edited and a clean copy typed using a dark print that can be copied clearly.

· The pragmatic survey research report should be headed with a title page that identifies the sponsor, project, and researcher or organization who conducted the survey.

· It's important to note on the title page the address and telephone number of the person or office responsible for the project, so they can be contacted at a later time for clarification, if that should be needed.

· All of the pages with in a survey report should be consecutive numbered, and the page numbers should ap​pear in the same place on every page.

· When the report is of substantial size, an index should be included directly following the title page.

· If the final survey report consists of only a few pages, they should be stapled together in the upper, left cor​ner, or attached in a small binder or folio, to keep the document together and intact.

· When the report consists of many pages, it can be punched and contained in a ring binder or bound in some other form by a copy service.

· When the report is bound, it's advisable to use a clear plastic cover to make the report easily identifiable without opening it.

· The researcher should retain data files and documentation for a substantial period after completing a project.
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