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Goals for the session 

• Review best practices 
• Work with examples 
• Provide additional resources 

 
Know your audience 
  Board 
  Faculty 
  Staff 
  Students 
  Public 
  Media  
 
Tell the Story You Want To Tell 

• Choose your medium 
• Choose your tool 
• Be Goldilocks 
•  Not too much data 
•  Just the right amount 
• Pick an appropriate display 

 
Caveats 
 Carefully choose your colors and be sure to test how they are projected 
 Keep the font changes to a minimum 
 
Numbers 
 Use of places before and after the decimal 
 Use of symbols – currency, percent 
 
Set your scale; don’t let Excel default 
 
Choose your display carefully 
 
Coordinate your displays 
 
Less is more 
 
Choose your medium and tool 
 
 If all you have is a hammer, everything looks like a nail 
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