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Workshop objectives

Develop skills in written and oral communication

Allow a dedicated block of time to work on your drafts 

Discuss presentations at Asia-Pacific Economic Statistics Week

Action plan for completing the studies



Introductions and 
expectations
Working in country teams, prepare a brief talk 
(maximum 5 minutes):

1. Current role and background of the people 
in your team

2. Describe your project (that is the focus of 
your replication study) in no more than 
three sentences

3. Three things you (as a team) want to get 
out of this week

4. Something interesting about you



Main Topics

Principles of good business writing

Audience and structure

Appearance of written documents

Poster session, summary and action planning



Principles of 
good writing

4-8 March 2019

Bangkok

Regional Programme 
for Economic Statistics





Group discussion 
(30 mins)

You will need a note taker 
and presenter

1. Each person to speak 
about the challenges 
faced so far in drafting 
the replication study

2. Synthesise your 
different views into a 
list of challenges

3. Identify possible 
solutions



Writing

Layout and 
design

Presentation



What is good writing?



Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Good writing

• Clarity above all

• Waste no time (for your reader)

• Structure your documents

• Make your purpose clear

• Each paragraph should have one main point

• Conclusion should conclude – no new information

• Write in plain language

• Simple words

• Fewer words

• Avoid repetition



Administratively, Nepal has five development regions: Eastern,

Central, Western, Mid-western and Far-western. Nepal is further

divided into 14 zones and 75 administrative districts. Districts are

divided into smaller units, called village development committees

(VDCs) and municipalities. Currently, there are 3,915 VDCs and 58

municipalities. Each VDC is composed of nine wards, with the number

of wards in each municipality ranging from 9 to 35. The 75

administrative districts have been chosen as the small area of

estimation in this study. Other geographical divisions in Nepal are

based on ecological belts and urban/rural areas. There are three

ecological belts found in Nepal: Mountain, Hill and Terai.

Small area estimation could improve the quality of statistics on

maternal and child health in Nepal. The country is generally divided into

five regions (Eastern, Central, Western, Mid-western and Far-western),

14 zones, and 75 administrative districts. Village development

committees, municipalities and wards provide further geographical

breakdown, but are unevenly distributed. As a result, administrative

districts were found to be the most appropriate level for small area of

estimation in this study.



Good writing

• Clarity above all

• Waste no time (for your reader)

• Structure your documents

• Make your purpose clear

• Each paragraph should have one main point

• Conclusion should conclude – no new information

• Write in plain language

• Simple words

• Fewer words

• Avoid repetition



I. Background

UN Women, grounded in the vision of equality 

enshrined in the Charter of the United Nations 

(UN), works for the elimination of 

discrimination against women and girls; the 

empowerment of women; and the 

achievement of equality between women and 

men as partners and beneficiaries of 

development, human rights, humanitarian 

action and peace and security.  Placing 

women’s rights at the centre of all its efforts, 

the UN Women will lead and coordinate UN 

system efforts to ensure that commitments on 

gender equality and gender mainstreaming 

translate into action throughout the world. It 

will provide strong and coherent leadership in 

support of Member States’ priorities and 

efforts, building effective partnerships with 

civil society and other relevant actors. 

About UN Women

UN Women is the lead United Nations agency for 

gender equality. It works to eliminate discrimination 

against women and girls. It supports Member States 

to achieve equality between women and men as 

partners and beneficiaries of development, human 

rights, humanitarian action, and peace and security. 

UN Women leads and coordinates the UN system to 

ensure that commitments on gender equality and 

gender mainstreaming translate into global action. 



To address strengths and weaknesses of the Civil Registration 

and Vital Statistics (CRVS) Systems in Indonesia is to undertake 

a review of the current status of the system with a view to 

identifying areas requiring improvement and prioritizing 

actions. A rapid assessment and a detailed review of the 

current status of the system was conducted employing the 

rapid assessment and detailed review approaches that have 

been developed by WHO and Health Information Systems 

Knowledge Hub, from the University of Queensland. Prior to 

conducting the detailed review, the review committee 

(established for the Indonesia CRVS assessment) undertook a 

rapid assessment as a quick means of assessing the state of the 

current civil registration and vital statistics systems.

Shared drive
bit.ly/2NGc7AL

https://bit.ly/2NGc7AL


The Civil Registration and Vital Statistics (CRVS) system in 

Indonesia was reviewed to identify areas for improvement and 

agree on priorities. The assessment was conducted using tools 

developed by the World Health Organization (WHO) and the 

Health Information Systems Knowledge Hub (University of 

Queensland). 

Get rid of unnecessary (with a view to)

Plain language - using instead of employing

Get rid of the last sentence all together

A detailed review built on a rapid assessment that had been conducted as a quick 

means of assessing the state of the current civil registration and vital statistics 

systems.

Shared drive
bit.ly/2NGc7AL

https://bit.ly/2NGc7AL


Good writing

• Clarity above all

• Waste no time (for your reader)

• Structure your documents

• Make your purpose clear

• Each paragraph should have one main point

• Conclusion should conclude – no new information

• Write in plain language

• Simple words

• Fewer words

• Avoid repetition



Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Sharing and replicating good practices will improve economic statistics. A key

objective of the Asia-Pacific Regional Programme for Economic Statistics (RPES) is

knowledge sharing; so advances made in one country can be replicated in another,

speeding up improvement of economic statistics. To enable replication, projects

need to be documented and described in detail, and be understandable in an

international context. This means explaining the project, data sources, resource

requirements, and processes in a way that piques interest and can be understood

by statisticians from any country.

Six national projects have been selected to produce replication studies.

Countries that have recently undertaken innovative projects to improve economic

statistics have been invited to document and share their experiences at the Asia-

Pacific Economic Statistics (APES) week being held in Bangkok from 17-21 June

2019. The countries and project topics are:

1. Bhutan – Export and Import Price Indices 

2. Cambodia – Supply Use Table and GDP Benchmarks 

3. Lao PDR – Statistical Law 

4. Maldives – Review of the National Statistical System 

5. Myanmar – Statistical Business Register Project

6. Vietnam – Use of unit record tax data in Statistical Business Register



Make your purpose clear and 
provide a roadmap for your reader

This replication study describes how 
Myanmar upgraded its Statistical Business 
Register (SBR) in 2018-19 to vastly improve 
how national business statistics are produced. 
It explains why and how the project was 
undertaken, the main results, and the lessons 
learned. Prepared by the people who worked 
on the project, the study provides practical 
recommendations to other ESCAP Member 
States that want to improve their business 
register.

Background

Project implementation

Project results

Lessons and recommendations



Good writing

• Clarity above all

• Waste no time (for your reader)

• Structure your documents

• Make your purpose clear

• Each paragraph should have one main point

• Conclusion should conclude – no new information

• Write in plain language

• Simple words

• Fewer words

• Avoid repetition



Use plain and simple language







Good writing

• Clarity above all

• Waste no time (for your reader)

• Structure your documents

• Make your purpose clear

• Each paragraph should have one main point

• Conclusion should conclude – no new information

• Write in plain language

• Simple words

• Fewer words

• Avoid repetition



Audience and 
Structure





Essay Short piece of writing on a particular subject Technical 
report

A technical report (also scientific report) is a 
document that describes the process, progress, or 
results of technical or scientific research or the 
state of a technical or scientific research problem. 
It might also include recommendations and 
conclusions of the research.

Case study A case study is a descriptive and exploratory 
analysis of a person, group or event.

A process or record of research in which 
detailed consideration is given to the 
development of a particular person, group, or 
situation over a period of time

Replication 
study

Replication is a term referring to the repetition of 
a research study, generally with different 
situations and different subjects, to determine if 
the basic findings of the original study can be 
applied to other participants and circumstances.

Academic 
paper

An academic paper is not a social 
commentary, an opinion or a "blog". 
An academic paper begins with a thesis - the 
writer of the academic paper aims to 
persuade readers of an idea or solution to a 
problem based on evidence - not personal 
opinion. Academic writing should present the 
reader with an informed argument.

Journal 
article

Journal articles are shorter than books and written 
about very specific topics. A journal is a collection 
of articles (like a magazine) that is published 
regularly throughout the year. Journals present the 
most recent research, and journal article sare
written by experts, for experts.

Presentation A speech or talk in which a new product, 
idea, or piece of work is shown and 
explained to an audience.

Poster 
session

A Poster Session advertises your research. It 
combines text and graphics to make a visually 
pleasing presentation. Typically, a 
professional poster involves showing your work to 
numerous researchers at a conference or seminar.



Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Make your purpose clear and 
provide a roadmap for your reader

This replication study describes how 
Myanmar upgraded its Statistical Business 
Register (SBR) in 2018-19 to vastly improve 
how national business statistics are produced. 
It explains why and how the project was 
undertaken, the main results, and the lessons 
learned. Prepared by the people who worked 
on the project, the study provides practical 
recommendations to other ESCAP Member 
States that want to improve their business 
register.

Background

Project implementation

Project results

Lessons and recommendations











Appearance of 
Written 
Documents



Communication workshop in Bangkok on 4-8 March 2019. The six national teams will join 

regional experts at a one-week workshop in March. The national teams will have prepared the 

first draft of their replication study in time to bring to Bangkok. The workshop objectives are: 

1. Develop skills in written and oral communication, including presentation skills through 
theory, examples and practice. 

2. Allow national teams a dedicated block of time to prepare second and third drafts of 
their study with support from regional experts. 

3. Discuss options and modalities for presenting the studies at Asia-Pacific Economic 
Statistics Week. 

4. Develop an action plan for completing the studies and presentation materials. 

 

Draft Agenda 

Day 1  4 March 2019 

Introductions and expectations – getting to know one another (1 hour) 

Principles of good business writing (2 hours) 

• Group activity to discuss the challenges faced so far in writing the study (30 mins) 

• Writing, design and presentation – relationship between good writing and how it is 
presented on paper and in person (30 minutes) 

• Principles of good writing – clarity, authority, revision, appearance (1 hour combination 
of lecture and practical exercises using examples) 

Practice applying writing principles to draft studies (3 hours) 

• teams work on first revision of draft focusing on clarity and authority with support from 
facilitators 

 

Day 2 5 March 2019 

Giving and receiving feedback (1 hour) 

• Group activity to develop a model for constructive feedback  

Revision and feedback (5 hours) 

• Review the work done to redraft the document – group exercise in teams to peer 
review work done to improve clarity and authority of writing with support from 
facilitators (2.5 hours) 

• Discussion on how to revise documents in the workplace – share experiences, best 
practices, strategies for the future (30 minutes) 

• Address comments from peer review and prepare third draft of study (2 hours) 

 

Day 3 6 March 2019 

Appearance of written documents (6 hours) 

• Do’s and don’ts using examples (1 hour) 

Communication workshop in Bangkok on 4-8 March 2019 
The six national teams will join regional experts at a one-week workshop in March. The 
national teams will have prepared the first draft of their replication study in time to bring to 
Bangkok. The workshop objectives are: 
1. Develop skills in written and oral communication, including presentation skills through 

theory, examples and practice. 
2. Allow national teams a dedicated block of time to prepare second and third drafts of 

their study with support from regional experts. 
3. Discuss options and modalities for presenting the studies at Asia-Pacific Economic 

Statistics Week. 
4. Develop an action plan for completing the studies and presentation materials. 

 
Draft Agenda 
Day 1 (4 March 2019) 
Introductions and expectations – getting to know one another (1 hour) 
Principles of good business writing (2 hours) 

➢ Group activity to discuss the challenges faced so far in writing the study (30 mins) 
➢ Writing, design and presentation – relationship between good writing and how it is 

presented on paper and in person (30 minutes) 
➢ Principles of good writing – clarity, authority, revision, appearance (1 hour 

combination of lecture and practical exercises using examples) 
Practice applying writing principles to draft studies (3 hours) 

➢ teams work on first revision of draft focusing on clarity and authority with support 
from facilitators 

 
Day 2 (5 March 2019) 
Giving and receiving feedback (1 hour) 

➢ Group activity to develop a model for constructive feedback  
Revision and feedback (5 hours) 

➢ Review the work done to redraft the document – group exercise in teams to peer 
review work done to improve clarity and authority of writing with support from 
facilitators (2.5 hours) 

➢ Discussion on how to revise documents in the workplace – share experiences, best 
practices, strategies for the future (30 minutes) 

➢ Address comments from peer review and prepare third draft of study (2 hours) 

Layout matters



• Clear sub-headings
• Bold to emphasise key words

• Short paragraphs
• Numbered paragraphs
• Colour

• Bulleted lists
• White space





Fonts (typefaces)
Primary considerations are legibility and consistency

Serif

Sans serif 

• Have a stroke added at beginning and end of the main strokes of the letter.
• Better for reading large amounts of text.
• Recommended serif fonts are Times New Roman, Book Antiqua, and Georgia.

• Have no serifs.
• More modern looking and better for presentations and reading on screen.
• Recommended sans serif fonts are Arial, Calibri, Tahoma, and Verdana.

✓ Be consistent throughout your document 
and presentations

✓ Use standard typefaces that work on Apple 
Mac and Windows

▪ Don’t use unconventional fonts like Algerian
and Cooper Black. They will distract from your 
message.

▪ Don’t overuse CAPITALS, bold or italics.

Source: Pacific Community. 2015. Guide to gender statistics and their presentation. https://www.spc.int/sdp/resources

https://www.spc.int/sdp/resources




https://style.ons.gov.uk/

https://style.ons.gov.uk/


A picture is worth a thousand words…

• Consider the target audience

• What is the main message?

• Clear caption

• Minimize possibility of 
misinterpretation – test on others

• Provide the source

• Avoid distorting images

Source: Adapted from Pacific Community. 2015. Guide to gender statistics and their 
presentation. https://www.spc.int/sdp/resources

Audience Level of 
detail

Products and needs

Politicians, 
media, general 
public

Low Factsheets, briefings. Clear 
take away points, and more 
visuals than text.

Donors and 
development 
partners

Medium Familiar with some statistics. 
Strategic level information 
relevant to development in  
national, regional and global 
context.

Statisticians High Experts in particular areas of 
statistics. Clear take away 
points, and more text than 
visuals.

Checklist for developing good graphics and visuals

https://www.spc.int/sdp/resources


A picture is worth a thousand words…

Spot the difference…



Source: Adapted from Pacific Community. 2015. Guide to gender statistics and their presentation. https://www.spc.int/sdp/resources

Choosing the right presentation

Low detail

High detail

https://www.spc.int/sdp/resources


Source: Adapted from Pacific Community. 2015. 
Guide to gender statistics and their presentation. 
https://www.spc.int/sdp/resources

https://www.spc.int/sdp/resources




Poster session, 
summary and 
action planning





What is a poster session?

• Presentation using maps, photographs, graphs, charts, and tables 

• posted on a display board along with brief textual summaries

• self-explanatory

Source: American Statistical Society http://ww2.amstat.org/meetings/jsm/2019/postertips.cfm

http://ww2.amstat.org/meetings/jsm/2019/postertips.cfm




Coverage

• In addition to title/author and abstract, most successful posters 
provide brief statements of introduction, method, subject, procedure, 
results, and conclusions. 

• Ask yourself the following:
• Have I provided all the obvious information?
• Will a casual observer walk away understanding my major findings after a 

quick perusal of my material?
• Will a more careful reader learn enough to ask informed questions?
• What would I need to know if I were viewing this material for the first time?

Source: American Statistical Society http://ww2.amstat.org/meetings/jsm/2019/postertips.cfm

http://ww2.amstat.org/meetings/jsm/2019/postertips.cfm




Clarity

• People attending a poster session often must view a poster from a distance

• Use large fonts and limit text to essential information.

• Keep content simple and communicate clearly.

• Make the sequence of information clear. Show the order of your material with numbers, 
letters, or arrows.

• Use captioned illustrations, photographs, graphs, or other visuals. “A picture is worth a 
thousand words.”

• Conclusions or summary should be a concise statement of your most important points.

Source: American Statistical Society http://ww2.amstat.org/meetings/jsm/2019/postertips.cfm

http://ww2.amstat.org/meetings/jsm/2019/postertips.cfm






Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Edit every sentence for simplicity and clarity

• The latest international guidance on population and housing censuses 
recommends five core topics be included in the questionnaire to 
adequately capture the economic characteristics of the population.

• The United Nations recommends five economic characteristics are included 
in the population and housing census questionnaires.

• Indeed, the life cycle reflects many behavioral and non-behavioral factors 
that influence the relationship between age, on the one hand, and labor
consumption and income, on the other. 

• People work, earn income and consume goods and services differently at 
each stage of their lives.



Check to make sure none of your sentences 
are too long



Hack away at the unessential

• The new law was approved on 11 May 2017 by the third meeting of 
national assembly constancy VIII, held from 25 April to 10 May 2017, 
in Vientiane Capital Lao PDR.

• The new law was approved on 11 May 2017 by the national assembly.



Remove generalities and jargon

• Theoretical analysis of the redistribution of resources between ages 
and intergenerational transfers in particular, has been carried out in 
several studies mentioned in the economic literature. 

• There have been several studies on how resources are redistributed 
between age groups and generations.



Remove generalities and jargon

• The implementation of the 2030 development agenda for all requires 
policies that are committed to address the needs of all and official 
statistics that are responsive to the policy demands. This paper 
conceptualizes a space within which policy and data can interact 
consistently within a framework defined by agreed principles. The 
concept creates foundation for integrating policy making and data 
production and use processes while both remain responsive to the 
need of ultimate beneficiaries. Inspired by the existing policy content 
assessment tools, the paper also proposes characteristics and 
necessary components of a tool that facilitates such integration.



Remove generalities and jargon

• The implementation of the 2030 development agenda for all requires 
policies that are committed to address the needs of all and official 
statistics that are responsive to the policy demands. This paper 
conceptualizes a space within which policy and data can interact 
consistently within a framework defined by agreed principles. The 
concept creates foundation for integrating policy making and data 
production and use processes while both remain responsive to the 
need of ultimate beneficiaries. Inspired by the existing policy content 
assessment tools, the paper also proposes characteristics and 
necessary components of a tool that facilitates such integration.



Remove generalities and jargon

• Governments need statistics on a range of social, economic and 
environmental concerns to track and achieve their development 
goals. This may sound simple in theory but, in practice, it has been 
difficult to achieve. This paper explains a new approach that the 
United Nations Economic and Social Commission for Asia and the 
Pacific (ESCAP) Statistics Division has been working on to support 
countries to better align their policy and data. It helps governments 
to connect national priorities to the data being produced so everyone 
is better informed. 



Check for grammar



Check for repeated words

If the export price of electricity is increased, it will have substantial 
impact on the export index but not the CPI. Even when both prices 
increase equally, the impact on the overall index for XMPI and CPI will 
be substantially different due to the difference in its share of the total 
value. Hence, developing an XMPI will substantially improve the GDP 
estimates.



Check for repeated words

If the export price of electricity is increased, it will have substantial
impact on the export index but not the CPI. Even when both prices 
increase equally, the impact on the overall index for XMPI and CPI will 
be substantially different due to the difference in its share of the total 
value. Hence, developing an XMPI will substantially improve the GDP 
estimates.



Check for repeated words

Developing an XMPI will substantially improve GDP estimates as it 
reflects the price fluctuations that matter the most. If the export price 
of electricity is increased, it will have a major impact on the export 
index but not the CPI. Even if the export price and consumer price of 
electricity increase at the same time, the XMPI and CPI will be different
because the share of electricity is not the same in each index. 





Get rid of the passive voice

Passive voice Active voice

The statistical office undertook the 
project. 

The project was undertaken by the 
statistical office. 

The workshop was facilitated by Jessica. Jessica facilitated the workshop.

Questions on employment work and 
own-use production of goods are often 
included in population and housing 
censuses.

Population and housing censuses often 
include questions on employment work 
and own-use production of goods.



Get rid of many forms of the verb to be and 
to have as you can

To be To have 

is
am
are
were
was
will be

have
has
had
have been

Often overused in writing
• Fit easily in most sentences
• Repetitious
• Boring

Countries usually rely on a dedicated household survey, such as a 
labour force survey (LFS), to monitor participation of the population in 
labour markets. Conducting these frequently allows countries to 
collect a range of information about the types of jobs people do, their 
working conditions, job search, barriers to employment, and how these 
change over time. 

Countries rely on a dedicated household survey, such as a labour force 
survey (LFS), to monitor participation of the population in labour 
markets. These are conducted frequently to allow countries to collect a 
range of information about the types of jobs people do, their working 
conditions, job search, barriers to employment, and how these change 
over time. 



Cut as many prepositional phrases as you can

• Where 
something 
happened

• When 
something 
happens

• How 
something 
happens

Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Cut as many prepositional phrases as you can

• Michael went to a meeting in July

• Michael went to a July meeting

• I went to the regional workshop with the 
participants from Myanmar after we had a side 
meeting.

• I met with the Myanmar participants before we 
attended the regional workshop.



Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Source: McAndrew, Q. University of Colorado Boulder. Business Writing. Coursera 

www.coursera.org/learn/writing-for-business/home/info (Accessed 5 February 2019)

http://www.coursera.org/learn/writing-for-business/home/info


Action planning
1. In country team, identify what needs to be done to complete (a) your paper; and (b) your 
presentation/poster.
2. Develop an action plan listing the tasks, responsibilities and timeframes.

Dates Paper Presentation / Poster

March 4-8 Writing and Communication Workshop

10 Share slides and other materials

29 Share revised draft with Jessica

April 1-5 Jessica to review and provide feedback

30 Send final draft to Jessica

May 5-16 Jessica to review, edit and harmonize

17 Receive guidance and draft agenda from ESCAP

17 Submit final drafts to ESCAP (Jessica)

20-24 Graphic design work (ESCAP)

27-31 Last chance final review

June 7 Print and publish Share draft with Jessica and ESCAP

11 Submit presentation to ESCAP

17 Asia-Pacific Economic Statistics Week



Workshop objectives

Develop skills in written and oral communication

Allow a dedicated block of time to work on your drafts 

Discuss presentations at Asia-Pacific Economic Statistics Week

Action plan for completing the studies



End of presentation

Thank you.


