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The Goal

Could
Should

(s
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Today’s Talk

e Understand your readers

e Summarize your data

e Simplify your message

e \Write concisely
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Accommodate Your Readers

Understand distractions
Chunk information
Provide context

Inform and educate
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Understand Distractions

e Information overload
e Short attention span
e New media

e E-mail

e Facebook

o Twitter
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Chunk Information
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Chunk Information
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Provide Context

What might the reader be familiar with that you can
link new information to, so that it makes sense?

e Time

e Place

e Program

e Event
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Inform and Educate

e Inform
Most of VA’s elderly outreach is web-based.

e Fducate
Most of VA’s elderly outreach is web-based, but
two-thirds of older adults don’t use the Internet.
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Summarize Your Data

e |[nterpret for your reader

e Show rather than tell
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Interpret For Your Reader

e \WWas there an increase / decrease?

e |s the trend upward / downward?

e Are most / few states implementing the policy?

e Did funds increase while participants decreased?
e |s participation greater for Whites than Hispanics?
e Are women more at risk than men?
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Show Rather Than Tell

Defined Benefit (op)

Defined Contribution (oc)

What is it?

A monthly payment during retirement based on the
employee’s salary and tenure

A pool of cash, enhanced by financial investment,
that can be drawn upon during retirement [i.e. 401(k)]

Who finances
the plan?

Employer, who bears all costs

Worker, often with a limited employer match

Who manages
the plan?

Employer, who selects provider and may select
investments

Employer selects provider, but most plans allow
worker to select investments

How do the
contribution
costs compare?

Costs born entirely by employer

Costs can fluctuate, but are generally smoothed by
amortization

Costs shared by worker and employer

Less fluctuation in costs, but payments must be
pre-funded or made immediately

Advantages
for workers

Dependable lifetime income
Benefit grows with length of service

Portable
Investment gains can increase available cash

Disadvantages
for workers

Not portable
Workers who change jobs earn a smaller benefit

Investment losses can decrease available cash
No reward for length of service

Advantages
for employers

Can serve a worker retention tool

Workers bear all risk of investments

Disadvantages
for employers

Employer solely responsible for funding monthly
payments and bears all risk of investments

Portable, so less valuable as a retention tool
Higher administrative costs
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Why Graphics Are Effective?

e For writers, a graphic

organizes the information
helps with analysis

e For readers, a graphic

supports and supplements analysis of the information
translates complex data to a visual to aid understanding

makes the presentation of the message more understandable,
accessible, and memorable
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Two Types of Graphics

Table

A comparison—in columns and rows—of information or
categories of information

Examples: Amounts of money or details of programs

Figure
A pictorial or diagrammatic representation of information

Examples: Bar charts, pie charts, line charts, time lines, maps,
photographs, organizational charts, and flow charts
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Streamline Text with a Table

Defined Benefit oB)

Defined Contribution oc)

What is it?

A monthly payment during retirement based on the
employee’s salary and tenure

A pool of cash, enhanced by financial investment,
that can be drawn upon during retirement [i.e. 401(k)]

Who finances
the plan?

Employer, who bears all costs

Worker, often with a limited employer match

Who manages
the plan?

Employer, who selects provider and may select
investments

Employer selects provider, but most plans allow
worker to select investments

How do the
contribution
costs compare?

Costs born entirely by employer

Costs can fluctuate, but are generally smoothed by
amortization

Costs shared by worker and employer

Less fluctuation in costs, but payments must be
pre-funded or made immediately

Advantages
for workers

Dependable lifetime income
Benefit grows with length of service

Portable
Investment gains can increase available cash

Disadvantages
for workers

Not portable
Workers who change jobs earn a smaller benefit

Investment losses can decrease available cash
No reward for length of service

Advantages
for employers

Can serve a worker retention tool

Workers bear all risk of investments

Disadvantages
for employers

Employer solely responsible for funding monthly
payments and bears all risk of investments

Portable, so less valuable as a retention tool
Higher administrative costs
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Amounts: Table

Table 2: Comparison of the Number of Firms Supporting Iran Oil and Gas Development Activities, during the
Period of 2005 through 2009 and 2010 through May 2011

Number of firms reported as Number of firms reported as

having commercial activity having commercial activity

Activity type between 2005 and 2009% between 2010 and May 2011°
Oil exploration and production 14 5
Refining capacity 4 2
Natural gas 23 11
Petrochemicals 4 1
Pipelines and oil tankers 4 0

Source: GAO analysis of open source information.

*Multiple companies reported having commercial activity in more than one oil and gas development activity.

Similar information arranged in columns and
rows, so that a reader can easily scan the information.
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Amounts: Clarity of a Bar Chart

m 2005-2009
2010-2011

= 0 L0

Qil Refining Natural gas Petrochemicals Pipelines andtankers
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Streamline Text with a Figure

The Corrosion Office Used

a Rigorous Multistep

Process to Select Projects

for Funding

For the fiscal year 2011 project review and selection, we observed that the
Corrosion Office used a rigorous multistep process to determine if
proposed projects were acceptable for funding.

+  Step 1: In mid-June 2010, the military departments submitted 81 CPC
project proposals to the Corrosion Office, as shown in table 1 above.
At this point, Corrosion Office support staff assembled the project
plans into binders for review by the project selection panel convened
by the Director of the Corrosion Office. The fiscal year 2011 panel had
five members: the Director, Corrosion Office (chair); Associate
Director, Materials and Structures, Office of the Director, Defense
Research & Engineering (vice-chair); and an official from each of the
following org;m!zauol\s \n1lhin UIE Office of the Under Secretary u[
lk fense (Acqui and L. : Defense Acqui

I and E: and [ng.i:ill(s and Materiel
Rcad.lm-m Maintenance Policy and Programs.®

+  Step 2: In mid-July 2010, 2 weeks after project information was
pmndcd to the panel, the panel members mmhlmi for lhclr

panel provided feedback on each project, regardless of whether it was
designated as a “go” or “no go.” A panel member told us that the panel
provided feedback on all projects so that project managers could
address—if they choose to do so—any perceived weaknesses in their
“go” projects and improve their ranking in the final evaluation, as well
as revise the “no go” project submissions. Following the feedback, the
project managers had three options: prepare and submit information
addressing the feedback provided by the panel, re-submit project
proposals in their original form, or remove projects from consideration
for that year's funding process. Project managers told us that they
sometimes decide to remove their “no-go” projects from consideration
and that the military departments may implement such projects using
other funding. A project selection panel member told us that if a
project manager decided to modify a project proposal to address the
panel's feedback, this modified proposal was due to the Corrosion
Office no later than 2 weeks after the feedback session. Upon receipt
of any revised proposals, the panel conducted another review of all
proposals (original and resubmitted), which involved each panel
member independently scoring the projects on judgmental criteria and

| of the Is. This
which we obson(-d was conducted at a meeting lmmedjalely prior to
the annual DOD Corrosion Forum and resulted in projects being
designated as either a “go” (meaning that the projects are deemed
acceptable in their current form) or a *no go™ (meaning that the
projects require additional information or changes in scope to be
acceptable to the panel). We observed that the panel used criteria for
this pmljmlnar) evaluation that are not made available to the

of project prop: and are diffe from those used for
final project selection later in the process.”
+  Step 3: Foll g the preli il and during the Corrosion

Forum, the panel held individual Teedback sessions with project
managers from the military commands, such as Naval Air Systems
Command, Army Aviation and Missile Command, and Air Force Civil
Engineer Support Agency, so feedback could be done in person. The

" The panel member from Logistics and Materiel Readiness, Maintenance Policy and
Programes did not participate in the project selection meetings we cbserved.

* The criteria used for the preliminary l\xlnilmltd\ﬂrwmh'llhvprqun-dpmyﬂ
requires greater than $500,000 of Corrosion Office funds to complete, uses similar

technology 1o a previously approved project, or is anticipated to take more than 2 years to
complete. The preliminary evaluation did not consider the joint applicability of the project,
but this was a critenion in the final project evaluation

written comments.™

«  Step 4: In mid-August 2010, Corrosion Office support staff used an
analytical tool to rank the projects based on the average of the scores
recorded by each panel member for eight criteria: the five judgmental
criteria above and three quantitative criteria—ROI, Corrosion Office
funding as a percentage of total project cost, and the project
performance, or implementation, period.

* Step 5: Following the ranking of projects using the analytical tool, the
sell panel rec d for a final ion of the projects. The
panel arranged the ranked list that resulted from the analytical tool
described above into four categories: best, acceptable—prioritized for
funding, acceptable-not prioritized, and not acceptable. According to
the staff, the “best™ projects would likely all be funded, the
“acceptable-prioritized for funding” projects would be funded by
priority until the Corrosion Office funding is exhausted. Corrosion
Office support staff informed the panel that, based on historical
funding levels, they anticipated having $7 million in available funding

* Military departments
can choose to not
resubmit

« Some projects may
be implemented using
Military departments
funding

“The judgmental criteria are: joint applicability, readiness impact, safety impact, logistics
benefits, and anticipated contribution of the project to reducing the cost of corrosion.
Corrosion Office officials told us that they believe the criteria to be clearly identified in the
DOD Corvosion Prevention and Mitigation Strategic Plan

Scored based on:

+ Joint applicability
* Readiness impact
« Safety impact

* Logistics footprint
= Cost of Corrosion
Index

*Return on
Investment

* Performance period
* Percent of OSD
funds

Corrosion Office

June 28

© ©

Project Evaluation Panel

July 9|

Preliminary evaluation

duly 12

* Deemed not acceptable
in current form

* Returned to project
managers, and feedback
is provided in person at
corrosion conference

—0®

+ Deemed acceptable in
current form by panel

* Military departments
can choose to resubmit
with changes in so it has
a better chance for

i1 funding o
? Corrosion Office
August 3
? Project Evaluation Panel J
August 1

Not accepted
rojects

* Military departments
choose whether to
resubmit in a future year
+ Some projects may be
implemented using
Military departments
funding only

41:0

August 20|

Accepted projects
* Project panel ranks
projects

« Number of projects
funded relies on DOD's
budget

August 20

Source: GAO analysis of OSD selaction process.
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Six Broad Categories: Graphic Options

1. Amounts Tables and charts (for example, bar, line, area,
range, and pie)

2. Geography Map

3. Explanatory Organizational chart, illustration, photograph,

and matrix

4. When Time line

5. Cause and effect Flow chart

6. Analysis, deduction, and prediction Any combination of the above
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Amounts: Stacked & Cluster Bar Charts

Number of staff Number of staff
250 60 -
50
200 7
40
150
30
100
20
]
50
10
0 0
2007 2009 2010 2007 2008 2009 2010
Fiscal year Fiscal year
[ ] officea [ ] officea
7 . 7
V7] office B /] office 8
l:l Office C |:| Office C
B ofice 0 B ofice0
B oficeE B officee
- Office F - Office F
Source: GAO. Source: GAO.
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Amounts—Trends: Line & Mountain Charts

200

: -
s ——
— — Ofice C 7] oficeB

— === Office D [ oficec
- — =~ Office E
Office D
Office F I
- Office E
- Office F
Source: GAO.
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Amounts—Parts of a Whole: Pie Chart

Number of staff (number in thousands;

35

3.0

25

20

2007

Fiscal year

[ srancn offce star
I eacquarters stat
S AO

2008

2009

it

2010

5.2%
Branch
office

staff
(162) ———>

Headquarters
staff
Source: GAO. (2,980)

e Office A(15)

e—— Office B (17)

o— Office F (20)
Office D (21)

Office C (38)
Office E (51)
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Pie Example: Exploding Out One Slice

—— 6% SSDI
with Workers’
Compensation

or PDB

v — 3.8% SSDI not

reduced by cap
& 0.6% Reverse jurisdiction

—— 1.6% SSDI reduced by cap

Source: Analysis of SSA data.
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Scatter Example: Funding for Foster Families

More relatives caring
for foster children
Number
of homes
10,000
| TX
8,000
6,000
= Ml
I PA
4,000 =i
B NY
Az WA
2,000 = MO B OR
. NV I NJ
me> mi co LA
mNE =} uT e AK N B MA, MN, OH
AR SC sD wm @ m s HI, CT, VA, ID, VT,
B KY = = ] = DCH \I Morg
0 relatives
0% 20 40 60 80 100 licensed
Percentage of relatives licensed as foster parents

Source: GAO survey of state child welfare administrators.
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Range Chart

Q QQQ
el &
Per condition |-@ i
per lifetime
= O
(N=131) ® QQQ §
b (,JQ“ N ’
L S
Per condition |—@—]
per year
- Q
(N=27) QQQ QQQ 090
N P
Per year ro———
(N=21) O ® &
J N &
N & A9
S & S
Per lifetime I ® i
(N=12)
0 200,000 400,000 600,000 800,000 1,000,000
Maximum benefit amount (in dollars)
— Lowest maximum benefit amount
) Median maximum benefit amount
— Highest maximum benefit amount

Source: GAO random sample of 340 colleges.
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Geography: Maps

2012 Presidential results by state
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Geography: Maps

Maps combined
with a chart
“locate” the
numbers

Tijuana 1,044 (2%)

Nogales 4,669 (8%)

Nuevo Laredo 12,430 (20%)
Hermosillo

5,125 (8%)

Monterrey
30,140 (49%)

Matamoros 834 (1%)

Merida ————e

Guadalajara ‘6 6 (0%)
1,052 (2%)
4
J___|
>
Mexico City /— / A
1,245 (2%
(2%) ) P r_/J

1 __,fl
Number of H-2A visa —T L Percentage of all H-2A
applications processed applications processed
by State in FY 2011 by State worldwide
{Shown by size of circle) in FY 2011

)

Sources: GAO analysis of State via issuance data; National Atlas of the United States (base map).
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Geography: Maps

1 1
I <North _ Tth Street I s00ft
! o —
] g z |
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1 < 2 1
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19 5 2 13
° I < 8 S I =
- b
boundaries i | | K
1 T Library of =]
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d h H I 1 -—|7 Buildings |
1
and physica ! :
: Stg)reme :
° ° ourt Ave
relationships | doree ow 9= | st Street
] Union Office ~ "~ e Sessssssss===- \
1 Station buildings \
1 \
] \
! Postal ch;yse ‘\
i ofiice
: Square US Capitol a building \\
: H South Capitol Street i -\
] )
{ .
: Government - N :
y Printing Botanic = Primary jurisdiction '
) Office Gardens T )
1 E === Shared jurisdiction )
] . . )=
e I Congressional buildings 19
1 ; =
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1S [ %
L R oy X X -

National Mall 3rd Street

Source: USCP.
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Explanatory: Organizational Chart

Secretary of Labor

|

Deputy Secretary

I
I I I I I

Assistant Secretary Bureau Assistant Women’s Occupational Safety
Administration of Labor Secretary Bureau & Health Administration
and Management Statistics ETA Y T
|
Deputy Assistant Secretary Deputy Assistant Secretary
Workforce Investment System Administration and National Activity
|
Trade Foreign Apprenticeship Policy Financial and Performance
Adjustment Labor T Development Administrative and
Assistance Certification and Research Management Technology

Research and
Evaluations

Policy Legislation
and Dissemination
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Org Charts: Highlight the Point for Readers

Office of the Attorney General
Guides department in the enforcement of federal laws

Office of
Justice Programs
Works with federal, state,
local, and tribal justice
systems to identify crime-
related challenges and
then provide information,
training, coordination, and

strategies to address them.

Office on Violence
Against Women
Leads federal efforts

to reduce violence
against women and
administer justice
for and strengthen
services to victims.

Civil Division
Represents U.S. government
in large, multi-jurisdictional,
and other cases. Includes a
branch focused on consumer
protection laws.

Criminal Division

Enforces federal crime laws,
assists federal prosecutors and
investigative agencies, leads
efforts to coordinate enforcement
issues on all levels.

Bureau of Justice Assistance
Provides leadership and services in grant
administration and criminal justice policy

development to support state, local, and tribal
justice strategies to achieve safer communities.

U.S. Attorneys
Prosecute criminal and
civil cases involving the
federal govermenment.

Bureau of Justice Statistics
Collects, analyzes, and disseminates
information on crime, perpetrators,
victims, and criminal justice operations.

Federal Bureau
of Investigation
Protects and defends the U.S.
against threats to national security
such as terrorism, espionage,
corruption, and white collar crime.

National Institute for Justice
Focuses on research, development,
and evaluation of crime control
and other justice issues.

Office for Victims of Crime
Provides federal leadership and
funding on behalf of crime victims.

Source: Justice.
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Explanatory: lllustration

0 The drinking water at Camp Lejeune is obtained from groundwater pumped from a freshwater aquifer
located approximately 180 feet below the ground. e Groundwater is pumped through wells located near the
water treatment plant. o In the water treatment plant, the untreated water is mixed and treated through several
processes: removal of minerals to soften the water, filtration through layers of sand and carbon to remove
particles, chlorination to protect against microbial contamination, and fluoride addition to help prevent tooth
decay. o After the water is treated, it is stored in reservoirs and elevated storage tanks. ° When needed,
treated water is pumped from the reservoirs and tanks to facilities such as offices, schools, or houses on the base.

sunnnn  Untreated water

= Treated water

Source: GAO, Art Explosion, and Marine Corps Base Camp Lejeune.
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Explanatory: Photograph

Source: GAQ,
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Explanatory: Matrix

Australia Canada Finland Germany S Switzedand
[ ]
R T itella@ | Deutsche PustDHL SWiss POST 11

waon | V| V|V |V

post office

v

Home v | vV [V |V v

N B RN

st v |V

boxes
Dellvery

options

24-hour
automated
parcel locker

remeomed | |V VOV YV

retail counter

am | v | V|V V| V] v

Sources: GAD (analysis); logos used with parmission from Australia Post, Canada Post, Itella, DP DHL, Posten AB, and Swizs Post.
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When: Timeline

December 11:
Federal district court
temporarily blocks the
restriction in the CR

April 2:
Second Circuit grants
an administrative stay

i : of the district court’s
Acorn litigation i

March 10: ruling o
November 12: Federal district court February 22:
October 1: ACORN and other permanently blocks April 21: o Pla‘irl|tiﬂs file a :
Continuing (CR)  Plaintiffs file suit the restrictions in the Second Circuit petition for a writ
resalution enacted CR and regular grants a stay of the August 13: of certiorari with
approprialions acls district court’s ruling Second Circuit reverses the United States
pending appeal district court Supreme Court

OMB  October7: g:ﬂr;h 18 ; April 23: May 21:
OMB issues guidance bt W OMB notifies the OMB adds a note to its
to agencies gulance: ainthl r"::’: Offices of the quidance regarding the stay
aglfanms iereolits General Counsel at and noting that restrictions
T —— ng f:cﬁhral ggenci;s are in effect
OMB notifies the Offices of G_a iteh eg:;u ed May 19:
General Counsel at April 2: et as ISSUSE T OMB notifies interagency
the the stay pending

Federal agencies of the OMB notifies the Offices of members of the Budget Officers

Federal district court's order  the General Counsel at ppsal Advisory Committee at a meeting
Federal agencies that the about the April 21, 2-_010 stay {and
Second Circuit has granted on May 26th by email)

an administrative stay

Source: GAQ analysis of court and OME documents,
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Flow Chart: VA Payments (showing actors)

Veteran

Veterans
Affairs (VA)

Schools

Source: GAO analysis of VA documents; GAO (images).

Student selects
benefit program
and submits
application to VA

Student enrolls and
provides school
the Certificate

of Eligibility

= Monthly housing allowance
m Books and supplies stipend
m Rural Relocation Payment

VA determines student
eligibility and provides
student with a Certificate
of Eligibility, which
provides benefit level

v

A
Benefits
paid to
VA processes students
or amends
claim and
makes benefit Benefits
payments paid to
schools
v

School certifies student’s
enrollment status and
sends VA a Certificate
of Enroliment

= Tuition and fees
= Yellow Ribbon payment
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ause and Effect: Flow Chart

Disability Insurance overpayment enters Debt Management System

!

Debtor may request a “reconsideration” of

the overpayment itself within 60 days or a
waiver of all or part of the debt at any time.

Will debtor work with SSA | No (or ignored)

to repay the overpayment?
A\

l Yes
SSA'’s interaction
with beneficiary - - | Yes
| Will debtor repay in full now? I 4 Debt collected
1 No

Yes
| Will debtor repay in full over the next 12 months? }—V Debt cqllectgd. If payments stop for‘45
days, with no installment agreement in the
No last 30 days, SSA may refer the debt for
external collection. Collection efforts don’t

begin, however, until the debtor is notified

Yes
| Will debtor repay in full over the next 36 months? }—» and given a 60-day due process period.

l No
1 Yes

| Will debtor repay at least $10 a month over a longer period? I

lNo

If SSA cannot reach an agreement with the debtor,
or if the debtor becomes deliquent, the remaining debt
is referred for external collection, which can include:

® Tax refund offset ® Administrative Wage <

® Administrative Offset CEtIETISi
® Federal Salary Offset u Referral to credit bureaus

Source: GAO analysis of SSA policies.
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Analysis, Deduction, and Prediction:
Combination

Four hurricanes made landfall in the United States within a 6-week period in 2004. The storms caused an
estimated $27 billion in insured losses in the United States and the Caribbean. As a whole, the 2004

L hurricane season is the second most expensive insurance avent in U.S, history, behind the September 11,
o / = 2001, terrorist attacks. The chart below details the impact of the four storms on Florida.
- » Vimington
!f’ r Estimated Number of
b Brmingham _ / Date of Saffir-Simpson insured losses claims reported
'.I‘ ; / landfall Hurricane Scale | (in billions) (in thousands)
13 T
s o Charley | fstaustunguminionts | (D2 B@E) [ lsvess [[[ | a4e
Hew Elrle:ns- s g oepl
b Frances Dbl (1Y2l3)a]5) 4.801 |:| 504
=‘.\ 5t Pabarsburg @ .""‘-.Jg. Sept_ W AEA A T A E
w 16 g e e
Z‘ li " il i il 11 | /Ta | 4 : 5] 3-914 19?
\\ ; lvan AUG. Sept. A AT AR I:l I:l
- 25 Y2 @25
D S0100 20 m\l o ﬁ'\ Jeanne ’ﬁl. ki SIEIJI i (1)2 ,ks 141 (5 I:l 4153 I:l 393

Sources: Benfield Group Limited, Florida Insurance Council, Florida Office of Insurance Regulation, Guy Carpenter, Swiss Re, and Risk
Management Sclutions (map).
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Identifying Graphic Opportunities

FOCUS HERE:

(first two columns of design matrix)

1. Scan for key words (for example: “data,”

“location,” “how,” “process,” “why,”

“what,” and “frequency.”

2. Jot down initial ideas for graphics

(for example: what type of graphic or
combination of graphics, such as a map

. h b h (Sources: Enforcement cases--filed by
the FTC, DOJ, and selected U.S.
W I t a a r C a rt) . Example Attorneys and State AGs; Subject
matter experts at federal agencies—
1. Key words: FTC, HUD, DOJ, Treasury-FinCEN,

3. Think about next steps or questions

. . . 2. |Initial ideas: and testimonies that all of the above

(for example, requesting information or Y p— ey hovs posenes
. . . . . 1el. Idemify»available data, such a§1
sources from an agency, finding existing 3. Next steps or questions: + g Sor TCe

models or samples, and defining the range
of values or the time period that needs to
be covered).

Researchable Question(s)

Information
Required and Source(s)

T
1. What is known about the nature
and prevalence of mortgage
foreclosure rescue and loan
modification schemes?

a. What are the federal laws
prohibiting these schemes?

b. What is known about the nature of
these schemes?

c. What data exist, if any, on the
incidence and geographic location of
these schemes?

“geographic location”

If we do a map, are Federal Trade
Commission data at state or county
level? Does FTC have data? Are the
data current? Can we show multiple
types of data (complaints, enforcements,
investigations)—is any one type more
important than the others? Can we
show “incidence and geographic
location” together?

1a. Key federal laws and regulations

on prohibited practices, such as

. FTC Act provisions concerning
unfair and deceptive practices and

«  prohibitions on charging fees in
advance for related services,

(Sources; Statutes and regulations
identified by key federal agencies and
“selected” states.)

1b. Descriptions of typical foreclosure
rescue and loan modification scams:
+  how they work

. perpetrators

. potential victims

selected U.S. Attorneys and State
AGs, and national non-profits,
including HPF and NW, Lawyer's
Committee, as well as reports, letters,

state agencies, and national
nonprofits—HPF & Lawyer's
Committee)

«  enforcement data ( Source: DOJ,
FTC, and U.S. Attorneys & State
AGs from selected states)

« investigative data ( Source:
Federal investigative data—at
FinCEN, FBI, and SIGTARP)

1c2. Expert opinion en what the data
may say about prevalence. (Source:
Data providers identified in 1¢2.)
descriptions in 1¢2)

1c3. Criteria for assessing if available
data are reliable.
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Key Questions

Does the
graphic
present
information
accurately?
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Simplify Your Message

e Qutline

e Mind map

e \Write on walls
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Outline

Objective 1

* First most important finding
» Support or evidence for this finding
* More support or evidence
* More support or evidence

« Second most important finding
» Support or evidence for this finding
* More support or evidence
* More support or evidence

* Third most important finding
» Support or evidence for this finding
* More support or evidence
* More support or evidence
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Mind Map

Neighborhoods

Bar Countries / Buildings
Line \ \ Office L ¢
\ Maps ice Layouts
i Charts /
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Scatter // (;rat'.)hlc
Plot ptions
© \ lllustration
Stacked __—
Visuals
. Photograph
Diagrams
Exploded / / \ \ Video
view Flow Org Venn

Chart Chart
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ot \ lllustration
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Visuals
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Write on Walls

*Objective 1 *Objective 2 *Objective 3

*Message statements

*Key points supporting message statements

These

| *Supporting detail for each key point divisions allow

| | us to organize

visually
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Write Concisely

e Use plain language
e Eliminate
e wordiness
e Redundancy
e Acronyms
e Write strong topic sentences
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Plain Language
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Instead of Use
PUrchase.....ccoeeeveeeeceeiee e, Buy
T o [T Live
Endeavor.......veeeeeiieeceee e, Try

www.plainlanguage.gov
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Eliminate Wordiness

Before

In order to ensure that we can draw a conclusion about the extent to
which the lack of data point to problems in overseeing the effectiveness
of the program, we should endeavor to assess the sufficiency of the
database, notwithstanding the fact that the agency has in the not too
distant past issued assurances of its quality. (57 words)

After

To adequately determine whether program oversight is possible with
existing data, we should assess the database quality. (17 words)
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Eliminate Redundancy

Before

Child Protective Services agencies collect information about children who
are maltreated and the circumstances surrounding maltreatment—
including children who died from it—to aid efforts to prevent
maltreatment. (28 words)

After

Child Protective Services collect information about children who are
harmed by and die from maltreatment. This information, such as the

circumstances surrounding maltreatment, is used for prevention efforts.
(28 words)
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Eliminate Acronyms

Before

Training for VSRs, RVSRs, and DROs in the VBA has been a recurring
problem according to VA’s OIG.

After

Providing adequate training to veterans service representatives—
including those who rate claims—and decision review officers, has
been a recurring problem according to VA’s inspector general.
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Write Strong Topic Sentences

Weak

The cost estimates for the four projects lacked credibility.

Strong

The cost estimates for the four projects we reviewed did not
exemplify the four characteristics of high-quality cost estimates as
established by best practices—credible, well-documented, accurate,

and comprehensive.
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Resources

The Back of the Napkin: Solving Problems and Selling Ideas with Pictures
Dan Roam

The Elements of Style
William Strunk & E.B. White

The Wall Street Journal Guide to Information Graphics: The Dos and
Don’ts of Presenting Data, Facts and Figures

Dona M. Wong

Kate van Gelder, (206) 287-4815, vangelderk@gao.gov
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