Business Communications
Exercise: Grafics

For each item below, select the most appropriate type of graphic (visual) for illustrating the
relationship. Briefly explain your choice. Next, invent some data (if needed) and use the
appropriate visual from the “Insert” tab in MS Word to create a simple example of the

graphic.

Choose from: tables, bar graphs, line graphs, pie charts, organizational charts, flow charts,
Gantt charts, exploded diagrams, cutaway diagrams, block diagrams, maps, and

photographs.

1. A comparison of three top brands of fiberglass skis, according to cost, weight,

durability, and edge control.
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2. A breakdown of your monthly budget.
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3. The changing cost of an average cup of coffee, as opposed to that of an average cup of

tea, over the past three years.
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4. The percentage of college graduates finding desirable jobs within three months after

graduation, over the last ten years.
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5. The percentage of college graduates finding desirable jobs within three months after

graduation, over the last ten years — by gender.
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6. An illustration of automobile damage for an insurance claim.
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7. A breakdown of the process of radio wave transmission.
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8. A comparison of five cereals on the basis of cost and nutritive value.
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9. A comparison of the average age of students enrolled at your college in summer, day,
and evening programs, over the last five years.
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10. Comparative sales figures for three items made by your company.
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