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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:

1. What are the five basic kinds of statistical graphs?

	Graph type
	Why use it


	Area graph (Pie chart)
	To show simplest breakdown of percentages.

	Bar graph
	It's versatile; easy to show comparisons of amounts, subdivisions, relations.


	Column graph
	Used when comparing different units of measurement. Eg. Profit and years.


	Line chart
	Most flexible for graphing and comparing text.


	Surface chart
	Used for special emphasis on a particular feature within a trend.




2. When and how will you use graphics?

Graphics are used to supplement the text of the report and show a different (and clearer) way of seeing the information. To be effective they must be well designed and clearly executed. 

You should use graphics if you:

- have complex data – as it helps with understanding the point.
- want to save the reader time – all the data is collated together in one area.
- have information that can be easily provided in a list, chart or table which can then be easily deferred back to later.

3. What are the main points to remember while using graphics?

The main points to remember are:
· Place graphic near where talking about it in text.
· Make sure it only shows one point.
· Point out what the graphic is showing through headers and explanations underneath and call attention to trends, totals etc.
· Make sure it is needed – is text clear enough without it?
· Lead into and out of graphic with text by introducing it and concluding it.
· Put long complicated graphics in the appendix.
· Keep it as brief as possible.
· [bookmark: _GoBack]Use white space and labelling to make it look attractive.
· Label it clearly.
· Number tables and graphs consecutively throughout report.
· Keep the style/text/shape/labelling etc. consistent throughout the report.
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