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STANDARDS

IBCS WITH

Produce better business reports and presentations with these 98 rules.
Many examples refer to financial topics, but also apply to other business areas. presented by
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ay nity ondense (Check Xpress implify tructure

Convey a message Apply notation standards Increase information density Ensure visual integrity Choose proper visualization Avoid clutter Organize content

SA 1 Introduce message UN 1 Unify terminology CO 1 Use small components CH 1 Avoid manipulated EX 1 Use correct object type 511 Avoid unnecessary ST 1 Use homogeneous
axes components elements

SA 1.1 Map situation UN 1.1 Unify terms and abbreviations CO 1.1 Use small fonts CH 1.1 Avoid cut axes EX 1.1 Use correct chart type S11.1  Avoid cluttered layouts ST 1.1 Use homogeneous items

e o : : _ ABC Productions, P [——— . , | IS hacialiise
Situation "Our goal is 20% profit on sales” Term Abbreviations Definition Inc. Lo n don ' Ine. London 3 . '

short long "~ Board
fined as Boa I'd

Why? +Return on investment ROl Ret. oninv. ROl is de as... of Directors o6 |
+ Accounts receivable AR Acc. receiy AR ,—-—-‘—| ,—]— ' ! . .
—— | Reason A +Profit before tax PBT Profit b. tax PBT.. 0g. | | Fll"l | | Sahgg | Logistics | Finance | Sales | Structure

Resson B +Profit and loss PAL Profit&loss  P&L. = )
Reason C +Human resources HR  Human res. HR.. ' - DII’ | | taly | | Acc. | ‘ D"H '
+Net sales per capita NS/c NS per cap NS/c.. | E-ilﬂ| '--lCﬂntr.| ! | T | :

SA 1.2 Explain problem UN 1.2 Unify numbers, units, and dates CO 1.2 Use small elements CH 1.2 Avoid logarithmic axes EX 1.2 Use correct table type S1 1.2  Avoid colored or filled backgrounds ST 1.2 Use homogeneous statements

23 mtr, 100.000.000 /| 23 m 100 000 000
uati ‘Our goal is 20% profit on sale: 34 kg. 123456 34 kg 123 456
20 sec. 1234567 CHF | 20s 1.23 mCHF

9 Problem "The profit forecast is 3%" 29 ton 2 - o

lkg] Uss kg USD
Why? sgm T g ° m? GBP

Time table Variance table Cross table A P A A P
Sales |Profit.] | Sales i Objectives Objectives
3-1 G567 __3‘21 34 567 +Improve r_]uai1"[-5:_________..--_.- +|mprove quality
BEZIEEER 1122 | 22343 +Reduce c:at::if[__.s--"""" +Reduce costs

1231 | 1231 34 +Many deléys ¢ Avoid delays
32657 | 234 32 657 2

; et - g T +Reduyce price +Reduce price
¥ 8900 [haganl | 990 2289 AR P

i BERECTYA STC] 11 887

14 "15 L PO OFE Sales Profit

—— AALSE, —_—

Italy Italy Italy
Austria Austria Austria

UK UK UK
France France France

Reason X 1.5.2015 2015 2015-05-01 2015-Q2

Reason Y 01/05/15 W17-2015 2015-05-01 2015-W17

R 05101115 Jun/2015 2015-05-01 2015-Jun

Rest Rest
Jan Feb Mar Apr May Europe Europe

SA 1.3 Raise question LIN 2 UI"IIfY descriptinns EX 2 HEP'HEE inapprupria‘te S11.3  Avoid animation and transition effects ST 1.3 Use homogeneous wording

visualizations
Activities Activities

UN 2.1 Unify messages +Sell division A +Sell division A

EX 2.1 Heplace pie, ring, and torus charts m_ : ..-'3.||.l_1".r|.:_|§
; A A4 France

+ Restructuring ofdivision B +Restructure division B

+ Split divisiqn"ﬁ + Split division C

: " : w“ e ——— ould Increasa.,
9 SR S e gt Alpha Corporation ‘ because we have... | ————" +Improvedivision D +Improve division D
Sales in EUR ——— | Alpha Corporation
: . | Alpha Corporation Profit in EUR
N\, l ...and now the message is the PY hC _APY| Stock in EUR

answer to this question! 2316 2435 419 Berlin

8 490 Paris
479 08 +29|

SA 2 Deliver message 312 420 +'1DH! Rome CO 2 Utilize space CH 2 Avoid manipulated 512 Avoid decorative ST 1.4 Use homogeneous symbols and pictures

3 |

components

—| Jan Feb Mar visualization elements

SA 2.1 Avoid mundane messages UN 2.2 Unify titles and subtitles CO 2.1 Use narrow page margins CH 2.1 Avoid clipped visualization elements

SUnny . Sun

Rainy G Rain

ol 2.1 Avoid frames, shades, and pseudo-3D

"Our pmjr_;j_!ﬂf" "We should invest in five
has iﬁ:!_yr""' more people in order to..." Net Sales Development __t.rt'i'm Alpha Corporation
ph_g_siﬁfé ! January to July 201 E Net sales in mEUR [
Alpha Corporation{mEUR]| Jan..Jul 2015 ] A
Berlin < Paris
Storm

"We had "We can avoid the peak Profit ratio: __lr[""ihcn_:sa nd Euros ABC Corporation, Division D .
: ern

ST 2 Build non-overlapping
elements

a peak in April by using..." per Emplgyee in Division D Profit per employee in kEUR : E H“
in Aprif” Actu___a;}-"'i%nd Budget in 2015 20156 AC, BU i ; ‘

Vienna Eern

S FMAM iiiannil

oA 2.2 Detect, explain, or suggest UN 2.3 Unify the position of legends and labels CD 2.2 Reduce empty space CH 2.2 Use creative solutions for challenging scaling issues EX 2.3 Replace radar, funnel, sphere, and spider charts Sl 2.2  Avoid decorative colors ST 2.1 Build non-overlapping report structures

Project Beta Project Beta
+Name +Steps ] +MName
+Objective +Sch eﬁu le +Manager
+Manager + Q_t:*é';ts +Team

+ Team ___..f""f.-'l lestones + Results

T F'\us.u]tﬁ. + Calendar +Schedule
+ Ex | Ir" + Achievements +Costs

. Sales in EUR
"Sales dﬂ‘l’.-wr Detection Jan F[:ah Mar
Sales are mEUR 5 below...

H 8 H rlin A Germany 456 243
" "Prices up Explanation B : S . : i
4 ;

~Sales in EUR Austria - 34
...because of a 10% increase... : Zurich ; :
> France 83 89
"Strategy change” | Suggestion | /[ Jan] Feb|Mar| Apr| e o Ital 123 101
R '-::'Erl"EIE f should EFfi'm 5| ' Jan Feb Mar Apr Gerrpany 502 L _
...therefore we should... & 2{irich 5[ = q Austria g Sweden 88
i 1 4] 2 : VFrance 89 Denmark 34 37
SA 2.3 First say the message, then explain it LN 3 Unify dimensions CO 3 Add data CH 3 Avoid misleading EX 2.4 Replace spaghetti charts Sl 2.3 Avoid decorative fonts ST 2.2 Build non-overlapping business measures
P representations Calculation Q% Calculation
The market for Project 5,15 We should stop Project | SLILLESS EUCEESS +Sales +Sales
too small and we expect +Market is too small LN 3.1 Unify measures CO 3.1 Add data points CH 3.1 Use correct area comparisons, prefer linear comparisons s N o R +Costs of goods sc:l,tl""' + Costs of goods sold
: o b , : _ & o SUCCESS SUCCIESS bl
high competition, - +Competition is very high <o ' +Material costs .~ + Contribution
e ek - B i Berlin 7 | Belin success,” sUCCESS SUCCESS + L.nmnhutieﬂ-”" +Fixed costs
budget and. desired qualm,, is + Quality is unattainable Paris i +Fixed costs + Profit
LFF‘Id'L't::III'I.-r_‘Jhlr" [herefore, w ;12-:,j,|[__i.;{j.:'[_'_f:|:;-‘_§§1§;", BUCCESS +Dej -|_5_;;.."'|"::|-.;||
shoykd stop the project. Staff - Staff (Volume + Profit
asrin =] Berlin sufcess  SUCCESS
Paris [l Paris -
- ..,-5'5195 per capita Sales per capita (Ratio . : . : :
SA 3 Detail message Berljr Berlin S1 3 REplﬂ{:E with ST 2.3 Build non-overlapping structure dimensions
Paris Paris cleaner layout . _
2005 2010 2005 2010 2015 Export countries . \J") | Export countries

+Austria P +Austria
S1 3.1  Replace grid lines and value axes with data labels +Germany +Germany
; +Switzerland +Switzerland

+Norway .~ + Norway
+Sweder 1 +Sweden
+Scangihavia +Denmark
+Derfmark +Finland
+Finland

MNet sales Net sales

COGS COGS

Contribution ~ @ Contribution

Fixed costs Fixed costs

Profit t‘;eft;_:_.;=-é"-tax Profit before tax -1
Tax ~ Tax 0.5
Profit after tax © Profit after tax  -0.5H

SA 3.1 Substantiate message UN 3.2 Unify scenarios CO 3.2 Add dimensions CH 3.1 Use correct volume comparisons, prefer linear comparisons

AC AC FC PL AC AC FC PL
14 "5 16 "16 4 "5 "15 "186

P— _..P" . N A
2316 2129 .E-JJEEH 2316 2129 24356 2237
439 488 EEE b22 439 488 508 522

We offer interesting colors -~ | We offer interesting colors One dimension " | Three and five dimensions
for all our models for all our models -
These colors...
..8re new an the-ﬂmrket
..are very styligh
...irn prﬂ*ﬂ'ﬂi-j___..fﬁiibiﬁ'['-,-'

- f-.

515 43¢~ 531 531

L1 8

EX 3 Replace inappropriate ST 3 Build collectively

A8 18 C1E U8 representations exhaustive elements
AC AC FC PL
SA 3.2 Develop storyline UN 3.3 Unify time periods, use horizontal time direction CO 4 Add elements EX 3.1 Prefer quantitative rather than conceptual representations S1 3.2 Replace vertical lines in tables with right-aligned data ST 3.1 Build exhaustive arguments
Time 2 Market share “| Market sha re. -. " "
Years .l_l.lj,... Years .]_I_.l . =>20% : . " : -
CO 4.1 Show overlay charts /0 We think of all optiops We think of all options

M >10%
<10%

Quarters ,..l.l,l.l_ Quarters ..I_I.._l.l.
Mnnt!_]s""nm Months u_l.l_l_l_l__
Wt‘t‘k*: (Tl Weeks lulll.-.-.l

Days ._l_l_..l Days Allal <000

+New ;:1m{:h_u:ts,____,:arf'ﬁi location +New products, old location

+0ld prﬂduc'_[___ﬁ'_:""bld location +0ld products, old location

+New prq___r.'ifrcts, new location + MNew products, new location
-|-i_._||..j nroducts. new || cat i-.'n'

Right-align column

headers and numbers

SA 4 Sllppﬂl"t message UN 3.4 Unify structure dimensions, use vertical structure direction

Products ...l..j.l. - Products

CH Vil USE thE same SGE'EE EX 3.2 Avoid textual representations Sl 4 Avnid redund.ﬂnciES ST 3.2 Build exhaustive structures in charts and tables

Text slide ~ America P America

.'!..

+Show texts on the Europe Europe
SA 4.1 Speak with precise words = CH 4.1 Use identical scale for the same unit projector screen only if Sl 4.1 Avoid redundant terms Asia ; ,. | it I
Companies ._l_lll Companies 3 —_— y you plan on discussing them - I I e T - ._____Wurld Africa World
7 +101 +79 Sales Profit Salas Profit gﬁﬂa‘; f‘iﬁifirrfijlﬁlﬁ}r‘llﬂnt :ilﬁl IE'i_l.lll:"r ggw; iﬁ{gﬂﬁrﬂhﬂrl Lt Amefica Rest of Wg America
. _._l_l_l_l_ \ Y | APL BB in mUSD inm USE' in mUSD in mUsD Bullet slide +Put texts in your handouts e _Europe — Europe
+Relevant cost cut .~ +Cost cut of 3.5 mEUR Countries " Countries instead, so that your audience Ja <019 2014 2015 Asia World Asia
+Around 100 u “IIE + Between 98 and 102 units ; -73 T : g < can read them later - -Fﬂﬂ T ~ T | iy
+Sianificant x:_af'ian ca +Varianca of +9% g _._l_l_l_l_ T Germany 802 B8 Germany 802 8 Ro\W
+Maore th !__.lr"ﬁ tons +b or 7 tons S I = 315 Austria 49 34 Austria 49 34
+Much jétter than plan +3% above plan - g 282 Switzerlafid 128 122 | Switzerland 128 122
UN 4 Unify analyses | EX 4 Add comparisons Resy” 266 345 | Rest 266 345 ST 4 Build hierarchical

Oct Nov Dec ___.._...I-aii"ml Europe 1235 1289 | Europe 1235 1289 structures

oA 4.2 Visualize facts UN 4.1 Unify scenario analyses CO 4.3 Show extended charts CH 4.2 5Size charts to given data EX 4.1 Add scenarios Sl4.2  Avoid redundant text ST 4.1 Use deductive reasoning

Decisions | Decisions Comparisons Abs. variances Rel. variances Peakit on sales in O | Profton ssissin %

product B product B P P - :{E";P'\"',’.-:_'; Barie e . - . Production costs P—
"After receiving the results of | Good _ ) USA ——, Iq!' Rncd s, Beiha A | R&D costs R&D Message

the market survey we have to .'| chances? Sales costs -~ Sales

look at the altermatives for this / APL APLS Marketing cotis Marketing \
project. In the-€ase of predicted /| Fair |~ E 4 ._Ii—l IR iy oo s .
good market chances we should | [Survey |\ |chances?| - USA | Total costs Costs | | s
- T Statement |==p Comment =—p Conclusion

Iaunl:f_]__..tﬁa product. If only fair _-.F’L APL%, |

E:}‘!.E__Frﬁﬂﬁ can be expected, ..." I Paor | _— UK W ) ; e 4'3
|-::hances? A USA pzzzzzzz vt | ?

hn
0
N

Berlin 210 Berlin

TLTININ
DM

Jan Feb Mar Jan Feb

S5A 4.3 Highlight message UN 4.2 Unify time series analyses CO 4.4 Embed chart elements in tables CH 4.3 Use scaling indicators if necessary EX 4.2 Addvariances Sl 43 Avoid redundant legends and axis labels ol 4.2 Use inductive reasoning

; ; 2 = ;1807 : Alpha Corporation Alpha Corporation _ . | ST T Wy
Sales decreased by 18% Sales decreased by 18% Analyses Example Application EHFIHEE iI'IlE EH a EEITEE - EEH 0 Sales Profit - Sales Profit MNet sales Net sales gg!lgs by division

"Year to date" in mUSD in mUSE’ in mUSD in mUsD

Difference ) AC"15-AC"14 Message

T1 me E‘rﬂan 8.k FE h__ J un i "'I 5 h J an F'E b | rﬁiﬂlar i ___....__.-* 1 E: .‘ﬂ. 14 1 5 55 52 .l ﬂ __ 55 ) 1 Cl p = p _ s i-_l T | _1i in Al [_}h q
Es. o . 397 934 EAB e : ) A Alpha ‘ o F .
;E?lr- 10 datﬂ ._|FU n I '!I 5'.q 1 ?Eg E j 54 5 gg G arman 15." + G erman .,!r P E 4 E? . _- _ . : p . . \
I = LY} 2o e L -.._" : .._..- i |
S i Austria : -2 | Austria 19 17 -2 e :

Average i) 2'15 7 / Division
First day Aug'15 France .~ France 28 27 1 . . ! § Beta Beta Statement Statement Statement

Last day : Aug.'15 mEEE R HEEL_____‘_..:""' : _ 3 | Rest 36 39
JEMAM e | 78 m Q3 04 Q1 Q2 Q3 Q4
Edrope 167 170 Europe 167 170 L=l " 2015 20152015 2015

SA 4.4 Name sources and link comments UN 5 I_Ini’l’\fr indicators CO 4.5 Integrate explanations CH 4.4 Use outlier indicators if necessary EXS Explain causes SI5 Avoid distracting ST5 Show Iugical

Shipments in't | Shipments in t Headcount Headcount details structure

UN 5.1 Unify highlighting indicators rd — 17
: : P— g +10

O Staff in FTE || @ staff in FTE

; : b
43 - oy 43 !

EX 5.1 Show tree structures S15.1  Avoid labels of small values ST 5.1 Show structure in reports

=S : +8 +10

12% ' Highlighting ellipse 64

Full-time amployees A5 ) ' ;

Including 4 externals @ Warning dot o - - o : .~ BT
kil i - _ - 2 < Berlin il Berlin

A7\ Trend Profit Profit e B B ' : e

' Wy Trend arrows e RCH PR .

Comments

10 Zurich 10 Zurich

| : Difference markers

SA 5 Recapitulate message e e o < o | 100%B—100% Reference CO 5 Add objects CH5 Show data
Comment reference d ﬂ] ustments

Vienna Vienna

SA 5.1 Repeat message CO 5.1 Show small multiples CH 5.1 Adjust inflation effects EX 5.2 Show clusters S15.2 Avoid long numbers ST 5.2 Show structure in tables

Costs in kUSD Costs in mUSD J -
Hamburg 12 & 3z Hamburg

52.231 Eo s Berlin 19 16714 4 Berlin

; a 366 123
39.459 ) MNorth

16 689 S :: Munich -15 : Munich
6 148 Stuttgart” 23 20 21 ¢ Stuttgart
21 332 e -
SouthH 39 South
4 567 u1 ¥
JSBermany 70 61 48 190

Thankyou "...and | hope that
for your attentipfi! | could get across,
\. that we haveto..."

...and then the audience
says "Thank you".

C0 5.2 Show related charts on one page CH 5.2 Adjust currency effects EX 5.3 Show correlations

Material costs | Material costs Sales in mCHF Sales in mCHF

Sk MNet sales Profit m*‘u Net sales Profit in %

L]

AC AC 2

Additional resources are
needed...

Two more assembly lines
must be...

A
F
B
D
G
E
E

Our web shop features
should...

*Currency adjusted



