Business Writing – Practical Basics
W.J. Klinger

Creating Tables for Comparisons

· You want people to be able to look at a table and immediately get your message
· What is your message?  Is one choice better than another?  Are they all the same?
· Can you  see the message without reading the words in the table – that’s the best, if possible
· Put thought into the different ways you might do a graph
· Tables should have headings for each of the columns and each row
· Do not put too much information in a row/cell.  If it gets long, break it into smaller pieces
· If the item you are comparing is present or not, then use a simple check mark, X, or other symbol to show if it is present.  Leave it blank, if it is not there.
· Sometimes you need to put in a number, such as number of vacation days.  Then put in the number.
· Avoid, at all costs, putting lots of words or sentences in a table
Examples of Comparisons Using Charts
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http://www.lessard-environmental.com/biorem/BioRemComparison.html
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See how Bluebottle Freemail stacks up against some of the leading free email

providers.
bluebottle  hotmail
Spam Free Email v X
Attachment Size 20mb 10mb
POPI/SMTP. v X
Challenge/Response x
Virus Protection v v
No Graphic Ads. v X
Trusted Delivery v x

See a detailed comparison to other email providers
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