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Steps for Developing Evaluation Reports 
1. Create charts, graphs, and tables as part of data analysis.
2. Outline the story the data analysis results tell.
3. Using the story outline, draft a narrative.
4. Choose the charts, graphs, and tables that best illustrate the key points of the story to include within the narrative.

-----------------------------------------------------------------------------
1. Charts, Tables, and Graphs
· Creating and analyzing charts, graphs, and tables is part of data analysis. It’s important to look at data from many angles.
· All of the charts, graphs, and tables you create do not have to and should not go into the evaluation report. We’ll come back to this.
· What story does the analysis tell?

2. Story Outline
· Outline the story the data analysis results tell.
· Use clear and appropriate headings and subheadings.

Headings and Subheadings 
· Categorical—e.g., North Carolina End-of-Grade Test Results in Reading and Math
· In Question Format—e.g., How Are Valley View Students Performing in Reading and Math?
· In Headline Format—e.g., Valley View Students Are Making Gains in Reading but Are Experiencing Decreasing Scores in Math.
· Be consistent in use of subheadings and type of subheadings used—Help the reader out!

3. The Narrative
· Using the outline, write a narrative to support the story the data analysis tells.
· Be clear and concise—this is not creative writing.
· Remember your audience(s).

4. Illustrations
· Choose the illustrations for the story—the charts, graphs, and tables that best illustrate the key points of the story. Be parsimonious! 
· If there are charts, graphs, and tables that you think need to be included, but that are not well-suited as illustrations for the narrative, include them in an Appendix.
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