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Objective: ideas for report improvement 
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Presenter
Presentation Notes
Our learning objective for you today is that you will come away with ideas for how to redesign your physical reports with readers in mind. We will recap the process that our office just underwent to redesign our reports and hopefully leave you with some practical steps to do the same in your offices. In short, we want to help you get from THIS to THIS.



Figure out what you want 
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How to begin? 
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Get a team together and equip them with the time and resources to tackle report redesign.  

Presenter
Presentation Notes
Redesigning reports is a big project. How do you even start? In 2016 we redesigned out reports and Cameron and I will go through the process we followed to create our new reports. The first thing you have to do – like any project – is put a team together. Our team featured our most creative employees, but any team needs the time to experiment and try various designs. Don’t get discouraged – it’s a discursive process.  There are 3 initial steps we took before we began the work of making prototypes for review by management. 
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Save audits you like – what do you like about them? 

Presenter
Presentation Notes
First we looked at other audit shops – how they confront some of the design challenges. Our audit process entails reading a lot of other audits in our planning phase so everyone in the office is exposed to other audit shops report design. We focused on certain elements: CoverHighlights pageObjective, scope, methodologyGraphicsPresentation both in the report and on the website
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Link to Report Report Title Source What you like about it

link
Disability Rates' and 
Workers Comp claims Palo Alto Audit shop 

I like the other-colored distillation of the facts/issues that runs on the left margin through the 
whole reprt as well as the report highlights section. 

fact sheet Park Maintenance Audit Long Beach Auditor

I like that they made a one-page graphic as a "fact sheet" for their report.  The report itself I don't 
love but think is decent and has some good graphics.  I like that the report is all one font but don't 
love the italics for findings.  
PJ:  I independently found this one-pager and did not pay much attention to the report itself.  I 
like that the fact sheet conveys a high level finding statement, includes report highlights that 
make the messages/impacts accessible to all (including the press), simply states how the 
recommendations can help address the issues, and tells the reader how to find the full report.

Link

Wastewater Capacity 
Charge: Unclear Whether 
Growth Is Paying for 
Growth King County (WA) Auditor

I like the use of colors throughout the report and the headings on the left-hand side of the page 
(similar to Palo Alto, noted above). I also like the very clear separation of findings with summary. 
This format might lend itself to longer reports though. I don't  like the mixing of serif and sans 
serif fonts, and the top bar on the cover page doesn't look great. None of their graphics have 
compression problems.

http://apps.urban.org/features/cost-of-
affordable-housing/

The cost of affordable 
housing: Does it pencil 
out? The Urban Institute

I like the visuals and the roll-over glossary feature; it makes it easy for the reader to determine 
the level of complexity they want to engage with. 

Staff are your greatest asset. Their participation is crucial. Have them share report styles 
they like and brainstorm ideas for report design.  

Crowdsource ideas 

Presenter
Presentation Notes
Next we involved staff in both active and passive brainstorming. We had an office-wide brainstorm session where people talked about what they like and don’t like about other reports and their vision for better reports. We also created a spreadsheet for people to share reports they liked and a bit of their reasoning. We reviewed this spreadsheet to generate ideas. The other aspect of this step that was important to the overall project was getting staff buy-in. We ultimately had to make some big changes to our reporting procedures and I think staff having participated in the redesign from the beginning helped smooth that process. 



What do your 
readers want? 
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• Highlighted text 

• Bullets 
• Making “What we Found” 

more concise and prominent 

• Shorter findings 

Presenter
Presentation Notes
We performed two separate surveys, one that was shared with the general public via Facebook and Twitter and our website. The other was sent to current and former council aides and media staff. Both surveys were identical. We found that stakeholders wanted faster, easier reports with information they need to know prominently displayed. 
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Presenter
Presentation Notes
One thing to consider in this process is what your standards call for – we follow the Yellowbook so we looked at it’s requirements and saw basically 4 requirements. Interestingly it doesn’t have to be in a report – reporting can occur in any medium. The four requirements are:Objective scope & methodology which we moved from the beginning of our reports to the endAudit “results” which are finding, conclusions & recommendationsGAGAs statementManagement summaryGAGAS 7.17 says audits may contain background information to provide context so that’s a place where auditors have a lot of leeway to make changes. Red Book required communications of audit results include: “the objectives & scope as well as applicable conlcusions, recommendations & action plans.”



Design and redesign.  
RINSE AND REPEAT. 
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Adobe InDesign Microsoft Word 

Choose your software 
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Select a color palette 

11 

Presenter
Presentation Notes
The first step in designing your report is to start to gather all of the necessary features – colors, fonts, formatting – before you start putting together a prototype.�We put all of these different color schemes up on a survey wall in our office and let people vote on which colors or schemes they preferred. In the end, we presented the most liked colors to our City Auditor and let her make the final selection. In the end, we came up with this: (next slide)
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Color palette: SELECTED 

12 

Select a color palette 
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Decide on fonts 

13 

Presenter
Presentation Notes
Our team did research into what fonts are best for printed reports and then created sample text using those font options.  Though the final font was chosen early on in the process, the final size and weight for each type of text in the report wasn’t solidified until the first report was released in the new format. 
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Develop mock reports 

14 

Present options to management for all 
elements of the report. 
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Put it all together 

17 
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BEFORE AFTER 

Presenter
Presentation Notes
So some of the changes we agreed on early:We decided to remove from the cover our sidebar with the seal and the list of city councilmembers as well as our executives. We also removed our own seal from the cover and now use a photo – where the project doesn’t have a good photo we use a standard photo of the Austin skyline we purchased. 
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BEFORE AFTER 

Presenter
Presentation Notes
We were concerned when moving to a sidebar that our reports would get longer by the nature of the sidebar eating up space but a small, unscientific review suggests our reports are on average 2 pages shorter including the report highlights which used to be in the report and now are a separate document. 
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BEFORE AFTER 

Presenter
Presentation Notes
We were concerned when moving to a sidebar that our reports would get longer by the nature of the sidebar eating up space but a small, unscientific review suggests our reports are on average 2 pages shorter including the report highlights which used to be in the report and now are a separate document. 
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BEFORE AFTER 

Presenter
Presentation Notes
We were concerned when moving to a sidebar that our reports would get longer by the nature of the sidebar eating up space but a small, unscientific review suggests our reports are on average 2 pages shorter including the report highlights which used to be in the report and now are a separate document. 
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BEFORE AFTER 

Presenter
Presentation Notes
We were concerned when moving to a sidebar that our reports would get longer by the nature of the sidebar eating up space but a small, unscientific review suggests our reports are on average 2 pages shorter including the report highlights which used to be in the report and now are a separate document. 
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BEFORE AFTER 

Presenter
Presentation Notes
We were concerned when moving to a sidebar that our reports would get longer by the nature of the sidebar eating up space but a small, unscientific review suggests our reports are on average 2 pages shorter including the report highlights which used to be in the report and now are a separate document. 



Implement and Train Staff 
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Create new templates for report drafts 
and revise reporting procedures to 
include new process.  
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Update Reporting Procedures 

25 
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Train Your Staff 

26 

Create opportunities for group and 
individual training. 
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Continuously revise the process 

27 

The templates and procedures will undergo many changes over the 
implementation period. Always be open to feedback from staff who are 
implementing the new reports. 



How to do this in your office 
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• Put together a team 
• Save reports that you 

like 
• Survey stakeholders 
• Review Standards 

• Select software 
• Select style elements – 

colors, fonts, etc 
• Mock reports and select 

preferred format for 
each section 

• Modify reporting 
procedures 

• Train staff  
• Continuous improvement 

Survey and 
brainstorm 

Design and 
redesign 

Implement 
and train 
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