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…construct a table

A table is a systematic way of setting out data, usually in rows and columns. When you collect data, presenting it in a table will enable the reader to understand and interpret it more easily. 

Here’s a record of the number of major injuries to office employees for the period 1994/5–1998/9.
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	Kind of accident
	Number of injuries

	Slip, trip or fall on same level
	1,816

	Fall from a height
	437

	Struck by moving object
	296

	Injured handling, lifting, carrying
	268

	Exposure to or contact with harmful substance
	185

	Acts of violence
	134

	Strike against fixed or stationary object
	134

	Contact with moving machinery
	34

	Contact with electricity
	32

	Struck by moving vehicle
	18

	Asphyxiation
	9

	Exposure to fire
	6

	Exposure to explosion
	4

	Injured by an animal
	3

	Other accidents
	33

	Total
	3,409


To create a table, you need to make several decisions:

· You need to choose column headings – in this case we have used the kind of accident and the number of injuries.

· You need to decide how to order the rows – e.g. whether to arrange the data in order of size, or alphabetically. We have chosen order of size to show the major causes of accident first.

· You then enter the data into the rows and columns.

· Finally, you can add totals if appropriate.

Income and expenditure table

The table shows income and expenditure for a small company from 1990    to 1999.

	Year
	Income (£000s)
	Expenditure (£000s)

	1990
	196
	178

	1991
	210
	184

	1992
	223
	192

	1993
	245
	202

	1994
	238
	196

	1995
	245
	208

	1996
	264
	212

	1997
	262
	205

	1998
	260
	215

	1999
	264
	214


You could summarise the data for two consecutive 5-year periods, 
1990–94 and 1995–99, in two ways.

You could show the total income and expenditure as follows:

	Period
	 Total income (£000s)
	Total expenditure (£000s)

	1990–94
	1,112
	952

	1995–99
	1,295
	1,054


You could show the average (mean) income and expenditure as follows:

	Period
	Average income (£000s)
	Average expenditure (£000s)

	1990–94
	222.4
	190.4

	1995–99
	259.0
	210.8


Try this!

Create a table using one of the following sets of data from your workplace:

· amounts of stock ordered for a particular item over a period of 1 year

· prices of different brands of the same item

· numbers of purchases of specific items over a given period of time.
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