
Writing skills/ report presentation –

Report Writing for 

Vital Statistics

Data analysis and Report writing 

workshop for Civil registration and 

vital statistics data. 

Adapted from Pacific Community’s 
Data analysis and report writing 
Workshop for the North Pacific



The policy making process (adapted from Lippeveld, Sauerborn and Bodart 2000)

Why data is 

not used

Our ultimate aim is to ensure that the 

data is used as evidence to inform policy 

and planning decisions. 



Linking data to planning 

processes

Integrate CRVS data into formal planning  

CRVS-related measures as a goal, strategy or 
target within relevant sections of a plan.  

Identify which indicators and measures can be 
addressed by data from a CRVS system 

One of the most important aspects of 
effective communication is to develop a 
dissemination schedule and plan your 
communications around when data is needed. 

Linking National Statistics Development 
Strategies (NSDSs) to CRVS 



How do I select key themes?

“To complete a vital statistics report that 

illustrates current levels and trends over 

time, and that can be used for planning 

and policy review purposes”

Vital statistics: births, deaths and cause-of-

death

Current levels

Trends over time

Helpful in planning and policy



Important elements

WHO we are talking about

WHAT does the data say

WHERE does the information apply

WHEN was this

HOW do we know



Analysing and describing

Why analyse?

To show relationships, patterns and trends

To compare your information with other 

groups or countries

To indicate changes (in frequency, duration 

or timing)

To highlight any potential issues or areas for 

further investigation

To help decision makers with planning and 

policy decisions





Steps in analysis: Step 1

Identify the issues or questions you 

need information about, clarify your 

objectives and think about 

expectations

Understand the issue you are investigating

Understand the social, economic and 

environmental factors that might affect your 

data

Think about how your analysis might be used 

– what do decision-makers want?



Steps in analysis: Step 2

Undertake your analysis

Graphical analysis

Instant picture of the distributions and patterns

Identify relationships

Summary statistics

Averages

Variability or spread of data

Changes over time

Comparisons with groups, countries, etc

Written comments and interpretation



Steps in analysis: Step 3

Assess the results against objectives and 
expectations

Draw some conclusions on what the data is 
saying

Think about the issue in context

Things to consider:
What are the main results or conclusions?

What other interpretations could there be?

Can the results be supported statistically?

Do the conclusions make sense?

Do the results differ from expectations?











General tips on writing

Put your most important data first

In CURRENT YEAR, the rate was higher 

than PREVIOUS YEARS

The rate in MY COUNTRY is lower than the 

OTHER COUNTRIES

One topic per paragraph

Keep it simple

Avoid using too many acronyms or jargon

Be careful about over-analysing the data



Steps in analysis: Step 4

Review the objectives and start your 

analysis cycle again (if needed)

If there are still questions unanswered, 

you may need to begin the data analysis 

cycle again

This might include a literature review of:

Other publications (MDG Reports, Annual 

Reports)

Other data sources (census, surveys)



Activity

Select one graph or table that has 

something interesting in it – write one 

paragraph that analyses the data

Present back to the group

Put the text into your WORD document!!!



Structuring our 

reports



Document writing: step 1

Understand the report

Purpose

Scope

Recommendations

Audience 

“To complete a vital statistics report that 

illustrates current levels and trends over 

time, and that can be used for planning 

and policy review purposes”



Document writing: step 2

Research

Data analysis

Literature review

other sources of information, 

other reports, etc



Document writing: step 3

Organising the information

Write as you go

Don’t have to remember as much at 

the end

Breaks up the writing

Paragraphs

Basic building block of good writing

One idea to one paragraph



Document writing: step 4

Develop a rough draft

Go back through the paragraphs and 

refine

Some of your analysis may have changed 

as more data has been analysed



Document writing: step 5

Final draft

Review

Consult

Make changes

Finalise
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Structuring your report

• Foreword, acknowledgements

• Abbreviations, symbols, acronyms, methods

• Summary 
Beginning

• Introduction

• Analysis and resultsBody

• Conclusions – main points

• RecommendationsEnding

• Reference tables

• Statistical notes, more methods

• Source documents (i.e. Census, surveys)
References
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Beginning

Provides background and context

‘Sets the scene’

Foreword and acknowledgements

If needed

Technical topics

Acronyms, abbreviations, symbols

Methods

Data sources used

Summary of main findings
Beginning



Beginning



Methods

Why are rolling averages or time periods used, and not single year data?
Explain here about random variation in small populations, the need to average... 
Could include an example (i.e. Graph with annual data and averages)

Beginning



Executive summary

Clarifies scope of the report and shows 

main findings

Brief overview of the report

Allows the reader to quickly understand 

the report contents

Persuade the reader to keep reading

Provides concise, complete, specific and 

self-sufficient information Beginning



How to write a summary

1. Purpose/aim of the report

Why vital statistics are important

About this report: first one, etc

2. Methods or analytical process

Data sources

3. Results

Key findings related to births, deaths and 
cause of death

4. Recommendations

Policy implications

Beginning



Graphics, bullet points and 

headings

Beginning
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Introduction

Explains why the analysis was done and gives 
essential background information

Builds on information outlined in beginning

1. Why vital statistics are important
Applications of vital statistics

2. About this report
What it covers

Why it is important

3. About the country
Population size and location

Key health concerns

Data reporting across the country
Body



Analysis - results

Main text

‘Core’ of the report

Describes how the analysis was done

Gives the results

Interprets the results

Births

Deaths

Cause-of-death

Use the headings in the 
workbook examples and 
template provided

Body
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Conclusions

Describes what the analysis has shown

Meaning of the results

What has been highlighted

Any recommendations for action

Similar to the executive summary

With more information

Ending
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Referencing

You reference to show the sources you 

have used

Shows you have researched

Lets people check the original source

Two main types

Author-date (Harvard)

Numbered (Vancouver)

References



Source



Reference tables

References



Exercise

Time to write


