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DATA TABLES

TITLE                 

Every data table must have a title that should be placed above the data table.  The title should contain as few words as possible while making sure that the title is complete, accurate, and understandable.  The title should be fully explanatory on its own without requiring someone to interpret it for the reader to make it clear.  The most important details come first in the title with the less important information afterward.  When a title is long enough to require two or more lines an inverted pyramid arrangement is used.  When more than one data table is included in a report the tables should be numbered consecutively (the first data table is “Table 1”, the second data table is “Table 2” and so on). This way, data tables can be identified by number when referring to them in the report.  

COLUMN CAPTIONS                 

The column captions label the columns of data, and they need to identify exactly what data are in that column.  They need to be as short as practical.  The units of measurement (centimeters “cm”, grams “g”, days, etc.) must be included.  The column captions should be separated from the title above them by a horizontal line and should be separated from the data below them by a horizontal line. The captions should be separated from each other by vertical lines that reach to the bottom of the data table.            

STUB                 

The stub is found on the leftmost side of the data table and it may have its own column caption. While the column captions label information on the vertical (up and down) the stub labels information on the horizontal (side to side). As the reader's eye travels from left to right, the stub will identify the item to which the data in the columns on that row refers.  The stub should clearly identify the data to be found in that row as accurately and yet as briefly as possible. 

The stub (and its column caption) should be separated from the data by a vertical line that reaches to the bottom of the data table.             

DATA                   

The data, particularly decimal points and commas, should be neatly aligned. The decimal points should all line up vertically:                             

1,234.56

    7.89

  123.45                   

The commas should all line up vertically if the data has commas:                           

12,345

 6,789

    10

   234                   

The bottom of the data should be separated from the footnotes or from the rest of the page by a horizontal line.

Explanations concerning a single item, a column, or a row should be given in a footnote just below the data table.  Use lower case printed letters to key the item, column, or row to the footnote. 

EXAMPLE
Table 37

AVERAGED DATA FOR TWENTY-FIVE PINTO BEAN PLANTS

GROWN IN SOIL WITH 0.01 % ADDED NaCl

	Date

Nov.
	Average Height

in cm
	Average Width of Leaf (tip to tip)

in cm
	Average Number of Leaves
	Average Color of Leaves (a)

	3

5

7

9

11

13

15

17

19

21

23

25

27

29
	11.12

11.67

12.20

14.56

16.99

18.01

20.37

22.77

24.99

26.19

27.23

27.57

27.59

27.61
	9.02

9.59

10.23

12.44

14.87

15.97

18.72

20.51

22.63

24.00

25.01

25.03

25.07

25.08
	2.0

2.1

2.1

2.3

2.9

3.6

4.0

4.5

4.9

5.1

5.1

5.2

5.2

5.2
	16.1

16.1

16.1

16.0

15.9

14.7

14.3

13.4

11.9

10.5

9.6

8.4

5.9

5.3


(a) The color scale was based upon a series of Sherwin-Williams paint color cards with 18  

    being a dark green and 1 being a bright yellow.

( 1992 Lloyd Crosby


