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TABLE

A table is an arrangement of data in a number of rows 

and columns.

Used to present univariate, bivariate or multi-variate 

data. 

Simplest form is one-way classification table which 

represents number of units falling in the categories.



Tables in any report containing more than one table, 

should be numbered.

Title of the table should be brief and concise yet fully 

self-explanatory.

Headnotes are often used to introduce the units of the 

data, or the survey the data was collected in.

Variables in the rows and columns should be defined 

by a heading.

Formatting Tips



Caption, at the top of each column explains what 

each column represents.

Stub indicates description of each row in the table.

Body includes numerical information in cells.

Formatting Tips



Footnotes placed at the bottom of the table, usually in 

smaller font, denoted either by letters or numbers, 

should run left to right down the page, provide 

explanations concerning individual numbers or 

columns or rows of numbers, when required.

A new set of footnotes should be provided with each 

table, unless it would avoid lengthy repetition, then 

use “See footnote …”.

If statistics are collected from a secondary source,  

this should be acknowledged below the title or more 

usually below the footnotes.

Formatting Tips





Put numbers most likely to be compared in 

columns.

Put columns with larger values at the left and 

columns with smaller values at the right of the 

table.

Formatting Tips



Source: Kyrgyz Republic 2012 DHS 
http://www.dhsprogram.com/pubs/pdf/FR283/FR283.pdf

Put numbers most likely 
to be compared with 

each other in columns

Where practical, put 
columns with larger 
values at the left of 
the table, and columns 
with smaller values at 
the right of the table



Guidelines for creating tables 

for reports

Have a reference to the table (such as a table number);

Have a clear title;

Have rows and columns clearly labelled;

Specify the units of the data in the table (for example, kg);

Include the source of the data;

Use vertical and horizontal lines to separate the labels from the 

data themselves;

Usually do not have the columns separated by vertical lines AND 

rows by horizontal lines – this splits the table up too much;



Space the table entries so that the table is easy to read;

Use summary statistics (eg. sub-totals, means) to provide 

additional summary information; 

Include footnotes to explain any strange features in the 

data; 

Use appropriate rounding (usually to one or two decimal 

places); and

Make sure not to breach confidentiality by disclosing 

personal or commercially sensitive information. 

Guidelines for creating tables 

for reports



Have a reference to the table 
(such as a table number)

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf



Have a clear title

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf



Have rows and columns 
clearly labelled

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf

Better to be clear what is meant 
by wealth, is it income?



Specify the units of 
the data in the table 

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf



Include the source 
of the data

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf

Even better if said: 
Kyrgyz Republic DHS-2012



Use vertical and 
horizontal lines to 
separate the labels 

from the data 
themselves

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf

Usually do not have the 
columns separated by 

vertical lines or rows by 
horizontal lines – this splits 

the table up too much



Use vertical and 
horizontal lines to 
separate the labels 

from the data 
themselves

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf

Usually do not have the 
columns separated by 

vertical lines or rows by 
horizontal lines – this splits 

the table up too much



Space the table 
entries so that the 

table is easy to read

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf



Use summary to 
provide additional 

summary information

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf



Source: Kyrgyz Republic 2012 DHS 
http://www.dhsprogram.com/pubs/pdf/FR283/FR283.pdf

Include footnotes to 
explain any strange 
features in the data



Make sure not to  breach 
confidentiality by disclosing 

personal or commercially 
sensitive information

Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf

Tables with more detailed 
sub-groups, may be at risk



Source: Kyrgyz Republic 2012 DHS 
http://www.dhsprogram.com/pubs/pdf/FR283/FR283.pdf

Use appropriate rounding



Rounding

Rounding is often the first step in simplifying and 

summarizing statistical data.

Good rounding is essential if a table is going to be 

easy to understand.

There is often a fear of losing accuracy

Trade-off between “Accuracy” and “Understanding”

Usually round to one or two decimal places.



Rounding - Rules

General guidelines to perform rounding:

Numbers less than 5 are rounded down

Numbers greater than 5 are rounded up

If the number is 5 then in CRVS analysis 
would be rounded up

Example:
9.3 is rounded to 9.0

9.6 is rounded to 10.0

9.5 is rounded to 10.0



Rounding - Notes

In tables, the general guideline is that 

the rounded totals should be consistent 

with the unrounded totals

Example

51600
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d

e
d
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e

If presenting only 
rounded numbers, 
the total should be 
51,600



Percentages

To change an amount to a percentage divide it 
by the total and multiply by 100. (Can be overall, row or 
column total)

Do not use more than two decimal places with 
percentages.

The total of percentages should add up to 100.

Should report in column title or as a footnote, 
what number was used for the total (i.e. how 
many cases = 100%) especially if the overall 
total is not used



Source: Kyrgyz Republic 2012 
DHS 
http://www.dhsprogram.com/pubs/pdf/FR28
3/FR283.pdf



WE REVIEWED THE 
RULES FOR GENERATING 
AND PUBLISHING TABLES 

SO THAT THEY CAN BE 
BETTER UNDERSTOOD.


