Table manners are useful

Tables can be effective for conveying detailed information to readers. Tables also can reflect poorly on our credibility if they don’t reflect good style and design. Publishing great news tables is especially challenging because of the way CCI works and because of the way the newsroom is organized. It’s not unusual for proper style and design to fall through the cracks. Here’s how you can help.

· Use tables. A block of type with a label and a number on every line is a great candidate for a table.

Avery: $12,300

Burke: $11,000

Caldwell: $13,010

could be

Avery
$12,300

Burke
$11,000

Caldwell
$13,010

· Make numbers in tables flush right. Make numbers in tables flush right. Make numbers in tables flush right. They are easiest to read & understand & look best.

· Use a consistent number format in a table column. Pick the format that fits the most numbers the best. Use a leading zero for decimal fractions less than one.

Apples
$1.59

Oranges
89 cents

Pears
$1.49

could be

Apples
$1.59

Oranges
$0.89

Pears
$1.49

-

Salaries
$1.59 million

Benefits
$890,000

Equpment
$140,000

could be

Salaries
$1,590,000

Benefits
$890,000

Equpment
$140,000

· A word for number units & similar words, repeated on every line, could be moved to the column label.

Salaries
$9.59 million

Benefits
$1.89 million

Equpment
$740,000

could be

Category
$ millions

Salaries
$9.59

Benefits
$1.89

Equpment
$0.74

· If possible, order rows by the news. If it’s salaries, put the highest at the top & work down. Use alphabetical order only when that’s not practical, for example, for a long list.

· Tables don’t have to be full column width. Too much space between columns makes a table hard to read, even with alternating gray bars. Make the table narrower, and leave some white space on each side.

· Do the math. For example, if you’re describing change over time, go ahead and subtract the two numbers, or figure a percentage change, and put the difference or percent in a column, perhaps instead of the old number.

Grade
Last week
This week

Regular
$1.29
$1.59

Premium
$1.49
$1.89

Super Dooper
$1.59
$2.09

Grade
This week
Change

Regular
$1.59
+30

Premium
$1.89
+40

Super Dooper
$2.09
+50

