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How to Use This Template
This template organises a complete statistical analysis report, from data screening to findings. Every section contains three elements:
1. Guidance boxes (gold bar) explain what to report and the conventional thresholds for judging results. Delete them before you submit.
1. Results tables are laid out in APA-style format. Replace each [highlighted placeholder] with values copied from your verified software output, and add or delete rows as needed.
1. Interpretation boxes (green bar) give model sentences showing how to report and explain each test. Adapt them to your own results; never leave a sentence that your output does not support.
Sections that do not apply to your study, such as ANOVA when you have only two groups, may be deleted. Keep the remaining sections in the same order. After editing, right-click the Table of Contents and choose Update Field.
	GUIDANCE  ▸  Important: integrity of statistical outputs   (delete this box before finalising)
Insert only figures taken directly from verified statistical output (for example SPSS, Stata or R). Do not estimate, round inconsistently or adjust values to fit expectations.
Keep the original output files and syntax/scripts, and attach them in Appendix B and Appendix C so that every number in this report can be traced and reproduced.
Complete the Quality Assurance Checklist (Appendix D) before submission.



Reporting conventions used in this template
	Item
	Convention

	Decimal places
	Report statistics to two decimal places (e.g. M = 3.45, SD = 0.82); p-values to three decimal places (e.g. p = .021); report p < .001 rather than p = .000.

	Leading zero
	Omit the leading zero for values that cannot exceed 1 (p, r, α, β, R²): e.g. r = .45, not 0.45.

	Italics
	Italicise statistical symbols: N, n, M, SD, t, F, r, p, df, R², B, β.

	Significance level
	α = .05 (two-tailed) unless stated otherwise in the Methodology section.

	Effect sizes
	Always report an effect size (r, R², Cohen’s d, η²) and, where possible, 95% confidence intervals.
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Executive Summary
	GUIDANCE  ▸  What to write   (delete this box before finalising)
Write this section last, in about 250–300 words. State the purpose of the analysis, the data and sample, the main tests used, the key findings (with the most important statistics) and the main conclusion or recommendation.



This report presents the statistical analysis of [brief description of data] collected from [N] [respondents/units] in [location] in [period]. The analysis sought to [state main purpose]. Data were analysed using [software] with descriptive statistics, reliability analysis, correlation, multiple regression, t-tests and analysis of variance.
The key findings are: (i) [finding 1 with statistic]; (ii) [finding 2 with statistic]; (iii) [finding 3 with statistic]. Overall, the results [support / partly support / do not support] the study hypotheses, and it is recommended that [main recommendation].
Introduction
Background and purpose of the analysis
[Briefly describe the study, the problem or programme being examined, and why statistical analysis is required.]
Research questions and hypotheses
The analysis addresses the following research questions and hypotheses:
Table 1: Research questions, hypotheses and planned tests
	No.
	Research question
	Hypothesis (H₁)
	Planned test

	1
	[e.g. What is the level of job satisfaction among staff?]
	[Not applicable – descriptive]
	Descriptive statistics

	2
	[Is there a relationship between X and Y?]
	[There is a significant positive relationship between X and Y.]
	Pearson / Spearman correlation

	3
	[Do X₁, X₂ and X₃ predict Y?]
	[X₁, X₂ and X₃ significantly predict Y.]
	Multiple regression

	4
	[Does Y differ between males and females?]
	[There is a significant difference in Y by gender.]
	Independent-samples t-test

	5
	[Does Y differ across age groups?]
	[Y differs significantly across age groups.]
	One-way ANOVA



Data and Methodology
Study design and data source
[State the research design (e.g. cross-sectional survey), the source of data, and the period of data collection.]
Population, sampling and sample size
The target population comprised [describe population]. A sample of [n] was selected using [sampling technique]. Of the [number] questionnaires distributed, [number] were returned and usable, giving a response rate of [ ]%.
Variables and measurement
Table 2: Variables, measurement and coding
	Variable
	Role
	Level of measurement
	Measurement / coding

	[Dependent variable]
	Dependent
	[Scale]
	[e.g. mean of 5 items, 1 = Strongly disagree … 5 = Strongly agree]

	[Independent variable 1]
	Independent
	[Scale]
	[ ]

	[Independent variable 2]
	Independent
	[Scale]
	[ ]

	[Gender]
	Grouping
	Nominal
	[1 = Male, 2 = Female]

	[Age group]
	Grouping
	Ordinal
	[1 = 18–29, 2 = 30–39, 3 = 40+]



Analytical procedures
Data were entered, cleaned and analysed using [software and version]. The following analyses were conducted:
1. Descriptive statistics (frequencies, percentages, means and standard deviations) to profile respondents and variables.
1. Cronbach’s alpha to assess the internal-consistency reliability of multi-item scales.
1. [Pearson’s / Spearman’s] correlation to examine relationships between variables.
1. Multiple linear regression to determine the predictors of [dependent variable].
1. Independent-samples t-test and one-way ANOVA to compare group means.
All tests were two-tailed and evaluated at the [.05] level of significance.
Data Screening and Preparation
	GUIDANCE  ▸  What to report   (delete this box before finalising)
Explain how missing data, outliers and normality were handled before the main analysis. Common rules: missing data under 5% per variable is usually ignorable; outliers can be identified with z-scores beyond ±3.29 or Mahalanobis distance (p < .001).
Normality: skewness within ±2 and kurtosis within ±7 (Kline, 2016) are generally acceptable for large samples. Shapiro–Wilk (n < 50) or Kolmogorov–Smirnov p > .05 indicates no significant departure from normality.



Missing data and outliers
[Number] cases ([ ]%) had missing values on one or more variables. Missing data were handled by [listwise deletion / mean substitution / multiple imputation]. [Number] univariate outliers were identified using [method] and were [retained / removed] because [reason]. The final analytic sample was N = [ ].
Test of normality
Table 3: Tests of normality
	Variable
	Skewness
	Kurtosis
	Shapiro–Wilk (W)
	p
	Assessment

	[Variable 1]
	[ ]
	[ ]
	[ ]
	[ ]
	[Normal / Non-normal]

	[Variable 2]
	[ ]
	[ ]
	[ ]
	[ ]
	[Normal / Non-normal]

	[Variable 3]
	[ ]
	[ ]
	[ ]
	[ ]
	[Normal / Non-normal]

	[Variable 4]
	[ ]
	[ ]
	[ ]
	[ ]
	[Normal / Non-normal]


Note. Shapiro–Wilk reported for n < 50; use Kolmogorov–Smirnov for larger samples where required.
	Interpretation (adapt to your results)
Skewness values ranged from [ ] to [ ] and kurtosis values from [ ] to [ ], all within the acceptable range of ±2 and ±7 respectively, indicating that the data were approximately normally distributed. [If non-normal: Because [variable] departed significantly from normality, W = [ ], p = [ ], non-parametric alternatives were used.]


Descriptive Statistics
	GUIDANCE  ▸  What to report   (delete this box before finalising)
Profile the respondents with frequencies and percentages for categorical variables, then summarise each scale variable with N, mean, standard deviation, minimum and maximum. Interpret means against the scale (e.g. on a 5-point scale: 1.00–1.80 very low; 1.81–2.60 low; 2.61–3.40 moderate; 3.41–4.20 high; 4.21–5.00 very high).



Demographic characteristics of respondents
Table 4: Demographic profile of respondents (N = [ ])
	Variable
	Category
	Frequency (n)
	Percentage (%)

	Gender
	[Male]
	[ ]
	[ ]

	
	[Female]
	[ ]
	[ ]

	Age group
	[18–29]
	[ ]
	[ ]

	
	[30–39]
	[ ]
	[ ]

	
	[40 and above]
	[ ]
	[ ]

	Highest education
	[Diploma]
	[ ]
	[ ]

	
	[First degree]
	[ ]
	[ ]

	
	[Postgraduate]
	[ ]
	[ ]

	Total
	
	[N]
	100.0



	Interpretation (adapt to your results)
Of the [N] respondents, [ ]% were [female] and [ ]% were [male]. Most respondents were aged [ ] ([ ]%) and held a [ ] ([ ]%). This suggests that [brief implication for the study].


Descriptive statistics of study variables
Table 5: Descriptive statistics of study variables
	Variable
	N
	Min
	Max
	M
	SD
	Level

	[Variable 1]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[High]

	[Variable 2]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[High]

	[Variable 3]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[High]

	[Variable 4]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[High]

	[Variable 5]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[High]


Note. Variables measured on a [5]-point Likert scale. M = mean; SD = standard deviation.
	Interpretation (adapt to your results)
Respondents reported a [high] level of [variable] (M = [ ], SD = [ ]), and a [moderate] level of [variable] (M = [ ], SD = [ ]). The relatively [small/large] standard deviations indicate that responses were [consistent/varied] across respondents.


Reliability Analysis
	GUIDANCE  ▸  What to report   (delete this box before finalising)
Report Cronbach’s alpha (α) for every multi-item scale. Common benchmarks: α ≥ .90 excellent; .80–.89 good; .70–.79 acceptable; .60–.69 questionable; < .60 poor (Nunnally & Bernstein, 1994; George & Mallery, 2019). Report items deleted to improve reliability and the reason.



Table 6: Reliability statistics (Cronbach’s alpha)
	Construct / scale
	No. of items
	Cronbach’s α
	Items deleted
	Remark

	[Construct 1]
	[ ]
	[ ]
	[ ]
	[Good]

	[Construct 2]
	[ ]
	[ ]
	[ ]
	[Good]

	[Construct 3]
	[ ]
	[ ]
	[ ]
	[Good]

	[Construct 4]
	[ ]
	[ ]
	[ ]
	[Good]

	[Overall instrument]
	[ ]
	[ ]
	[ ]
	[Good]



	Interpretation (adapt to your results)
All scales demonstrated [acceptable to excellent] internal consistency, with Cronbach’s alpha coefficients ranging from [ ] ([construct]) to [ ] ([construct]). [Item X] was removed from [construct] because it [had a corrected item–total correlation below .30], which increased alpha from [ ] to [ ]. The instrument was therefore considered reliable for further analysis.


Correlation Analysis
	GUIDANCE  ▸  What to report   (delete this box before finalising)
Use Pearson’s r for normally distributed scale data and Spearman’s rho (ρ) for ordinal or non-normal data. Report the direction, strength and significance. Strength (Cohen, 1988): |r| = .10–.29 weak; .30–.49 moderate; ≥ .50 strong. Correlation does not imply causation.



Table 7: Correlation matrix of study variables (N = [ ])
	Variable
	M
	SD
	1
	2
	3
	4

	1. [Variable 1]
	[ ]
	[ ]
	—
	
	
	

	2. [Variable 2]
	[ ]
	[ ]
	[ ]
	—
	
	

	3. [Variable 3]
	[ ]
	[ ]
	[ ]
	[ ]
	—
	

	4. [Variable 4]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	—


Note. * p < .05; ** p < .01 (two-tailed). Mark significant coefficients with asterisks.
	Interpretation (adapt to your results)
There was a [strong/moderate/weak], [positive/negative] and statistically significant correlation between [variable 1] and [variable 2], r([df]) = [ ], p = [ ]. This means that [higher/lower] levels of [variable 1] were associated with [higher/lower] levels of [variable 2]. The relationship between [variable 3] and [variable 4] was not statistically significant, r([df]) = [ ], p = [ ].


Regression Analysis
	GUIDANCE  ▸  What to report   (delete this box before finalising)
Check and report assumptions: linearity, independence of errors (Durbin–Watson ≈ 1.5–2.5), homoscedasticity (residual plot), normality of residuals, and no multicollinearity (VIF < 5, or < 10 at most; tolerance > .10).
Report the model summary (R, R², adjusted R²), the overall model test (F, df, p), and coefficients (B, SE, β, t, p, 95% CI). R² describes the proportion of variance in the dependent variable explained by the predictors.



Regression assumptions
Table 8: Regression diagnostic tests
	Assumption
	Test / statistic
	Result
	Met?

	Independence of errors
	Durbin–Watson
	[ ]
	[Yes/No]

	Multicollinearity
	VIF (range) / Tolerance
	[ ] / [ ]
	[Yes/No]

	Normality of residuals
	P–P plot / Shapiro–Wilk
	[ ]
	[Yes/No]

	Homoscedasticity
	Scatterplot of residuals / Breusch–Pagan
	[ ]
	[Yes/No]

	Linearity
	Scatterplots / partial plots
	[ ]
	[Yes/No]



Model summary and ANOVA
Table 9: Model summary
	Model
	R
	R²
	Adjusted R²
	Std. error of estimate
	Durbin–Watson

	1
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]


Note. Predictors: (Constant), [X₁], [X₂], [X₃]. Dependent variable: [Y].
Table 10: ANOVA for the regression model
	Source
	Sum of squares
	df
	Mean square
	F
	p

	Regression
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	Residual
	[ ]
	[ ]
	[ ]
	
	

	Total
	[ ]
	[ ]
	
	
	



Regression coefficients
Table 11: Regression coefficients for predictors of [Y]
	Predictor
	B
	SE
	β
	t
	p
	95% CI for B
	VIF

	(Constant)
	[ ]
	[ ]
	
	[ ]
	[ ]
	[ ], [ ]
	

	[X₁]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ], [ ]
	[ ]

	[X₂]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ], [ ]
	[ ]

	[X₃]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ], [ ]
	[ ]


Note. B = unstandardised coefficient; SE = standard error; β = standardised coefficient; CI = confidence interval.
	Interpretation (adapt to your results)
A multiple linear regression was conducted to determine whether [X₁], [X₂] and [X₃] predict [Y]. The assumptions of independence (Durbin–Watson = [ ]) and no multicollinearity (VIF = [ ] to [ ]) were met. The overall model was statistically significant, F([df1], [df2]) = [ ], p = [ ], and explained [ ]% of the variance in [Y] (R² = [ ], adjusted R² = [ ]).
[X₁] was the strongest significant predictor (β = [ ], t = [ ], p = [ ]): a one-unit increase in [X₁] was associated with a [B]-unit increase in [Y], holding other variables constant. [X₂] also significantly predicted [Y] (β = [ ], p = [ ]), whereas [X₃] did not (β = [ ], p = [ ]).


Comparison of Means: t-Tests
	GUIDANCE  ▸  What to report   (delete this box before finalising)
Independent-samples t-test compares two independent groups; paired-samples t-test compares the same respondents at two time points. For the independent test, check Levene’s test: if p > .05 assume equal variances; otherwise report the ‘equal variances not assumed’ (Welch) row.
Report effect size using Cohen’s d: .20 small; .50 medium; .80 large (Cohen, 1988). Use the Mann–Whitney U test (or Wilcoxon signed-rank test) where normality is violated.



Independent-samples t-test
Table 12: Independent-samples t-test of [Y] by [grouping variable]
	Group
	n
	M
	SD
	Levene’s F (p)
	t
	df
	p
	Cohen’s d

	[Group 1]
	[ ]
	[ ]
	[ ]
	[ ] ([ ])
	[ ]
	[ ]
	[ ]
	[ ]

	[Group 2]
	[ ]
	[ ]
	[ ]
	
	
	
	
	



	Interpretation (adapt to your results)
An independent-samples t-test showed that [Y] was significantly [higher/lower] for [Group 1] (M = [ ], SD = [ ]) than for [Group 2] (M = [ ], SD = [ ]), t([df]) = [ ], p = [ ], d = [ ]. The effect size was [small/medium/large]. [If not significant: There was no statistically significant difference in [Y] between [Group 1] and [Group 2], t([df]) = [ ], p = [ ].]


Paired-samples t-test (if applicable)
Table 13: Paired-samples t-test of [Y] before and after [intervention]
	Measure
	n
	M
	SD
	Mean diff. (95% CI)
	t
	df
	p
	d

	[Pre-test]
	[ ]
	[ ]
	[ ]
	[ ] ([ ], [ ])
	[ ]
	[ ]
	[ ]
	[ ]

	[Post-test]
	[ ]
	[ ]
	[ ]
	
	
	
	
	



	Interpretation (adapt to your results)
Mean [Y] scores increased from [ ] (SD = [ ]) before [intervention] to [ ] (SD = [ ]) after, a statistically significant increase of [ ] points, 95% CI [ ], [ ], t([df]) = [ ], p = [ ], d = [ ].


Analysis of Variance (ANOVA)
	GUIDANCE  ▸  What to report   (delete this box before finalising)
One-way ANOVA compares means across three or more groups. Check homogeneity of variance with Levene’s test (p > .05). If violated, report Welch’s F and use Games–Howell post-hoc tests; otherwise use Tukey HSD.
Report effect size as eta squared (η² = SS between ÷ SS total): .01 small; .06 medium; .14 large (Cohen, 1988). Use Kruskal–Wallis H where normality is violated. Post-hoc tests are reported only when the overall F is significant.



Table 14: Descriptive statistics of [Y] by [grouping variable]
	Group
	n
	M
	SD
	95% CI for M

	[Group 1]
	[ ]
	[ ]
	[ ]
	[ ], [ ]

	[Group 2]
	[ ]
	[ ]
	[ ]
	[ ], [ ]

	[Group 3]
	[ ]
	[ ]
	[ ]
	[ ], [ ]

	Total
	[ ]
	[ ]
	[ ]
	[ ], [ ]


Note. Levene’s test of homogeneity of variance: F([ ], [ ]) = [ ], p = [ ].
Table 15: One-way ANOVA of [Y] by [grouping variable]
	Source
	Sum of squares
	df
	Mean square
	F
	p
	η²

	Between groups
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]
	[ ]

	Within groups
	[ ]
	[ ]
	[ ]
	
	
	

	Total
	[ ]
	[ ]
	
	
	
	



Table 16: Post-hoc multiple comparisons ([Tukey HSD / Games–Howell])
	(I) Group
	(J) Group
	Mean diff. (I–J)
	SE
	p
	95% CI

	[Group 1]
	[Group 2]
	[ ]
	[ ]
	[ ]
	[ ], [ ]

	[Group 1]
	[Group 3]
	[ ]
	[ ]
	[ ]
	[ ], [ ]

	[Group 2]
	[Group 3]
	[ ]
	[ ]
	[ ]
	[ ], [ ]



	Interpretation (adapt to your results)
A one-way ANOVA revealed a statistically significant difference in [Y] across [grouping variable], F([df between], [df within]) = [ ], p = [ ], η² = [ ], representing a [small/medium/large] effect. Tukey HSD post-hoc tests showed that [Group 3] (M = [ ]) scored significantly higher than [Group 1] (M = [ ], p = [ ]), but there was no significant difference between [Group 1] and [Group 2] (p = [ ]).


Summary of Hypothesis Tests
Table 17: Summary of hypothesis testing results
	No.
	Hypothesis
	Test
	Key statistic
	Decision

	H₁
	[There is a significant relationship between X and Y.]
	Pearson correlation
	r = [ ], p = [ ]
	[Supported]

	H₂
	[X₁, X₂ and X₃ significantly predict Y.]
	Multiple regression
	F = [ ], p = [ ]
	[Partly supported]

	H₃
	[Y differs significantly by gender.]
	Independent t-test
	t = [ ], p = [ ]
	[Not supported]

	H₄
	[Y differs significantly across age groups.]
	One-way ANOVA
	F = [ ], p = [ ]
	[Supported]


Decision rule: a hypothesis is supported when p < [.05] and the direction of the effect is as predicted.
Interpretation and Discussion
	GUIDANCE  ▸  What to write   (delete this box before finalising)
Go beyond restating numbers. For each research question, explain what the result means in practical terms, compare it with previous studies or theory (with citations), and suggest possible explanations. Distinguish statistical significance from practical importance (effect size).



[Research question / objective 1]
The finding that [summary of result with key statistic] is [consistent / inconsistent] with [Author (Year)], who found that [ ]. A possible explanation is that [ ]. In practical terms, this implies that [ ].
[Research question / objective 2]
[Discussion of the second finding.]
[Research question / objective 3]
[Discussion of the third finding.]
Key Findings, Conclusions and Recommendations
Key findings
1. [Finding 1 – stated in plain language with the supporting statistic.]
1. [Finding 2.]
1. [Finding 3.]
1. [Finding 4.]
Conclusions
[State the overall conclusions in relation to the study purpose and research questions. Do not introduce new results.]
Recommendations
Table 18: Recommendations linked to findings
	Finding
	Recommendation
	Responsible
	Timeline

	[Finding 1]
	[Specific, actionable recommendation]
	[Actor]
	[Period]

	[Finding 2]
	[ ]
	[ ]
	[ ]

	[Finding 3]
	[ ]
	[ ]
	[ ]



Limitations and suggestions for further analysis
[Describe limitations, e.g. cross-sectional design limits causal inference, self-reported data, sample size or sampling method, and suggest further analyses or research.]
References
	GUIDANCE  ▸  Format   (delete this box before finalising)
Use APA (7th edition) or the referencing style required by your institution. List all sources cited, including statistical guidelines used for interpretation.
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Appendices
Appendix A: Data collection instrument
[Insert or attach the questionnaire / data collection tool.]
Appendix B: Statistical software output
[Insert the original, unedited output tables (e.g. SPSS .spv exported to PDF, Stata log, R console output) from which every figure in this report was taken.]
Appendix C: Syntax / analysis scripts
[Insert the SPSS syntax, Stata do-file or R script used, so that the analysis can be reproduced.]
Appendix D: Quality assurance checklist
Tick each item before submitting the report:
1. Every figure in the report has been copied from verified software output (Appendix B), not typed from memory or estimated.
1. Sample sizes (N, n) are consistent across all tables and match the final analytic sample.
1. Degrees of freedom, test statistics and p-values agree with one another and with the output.
1. Assumptions were checked for each test and violations are reported with the alternative test used.
1. Effect sizes and confidence intervals are reported for all main tests.
1. Decimal places, italics and p-value conventions are applied consistently.
1. All tables are numbered, titled and referred to in the text.
1. Interpretation statements match the direction and significance of the results.
1. All [highlighted placeholders] and guidance boxes have been removed.
1. The Table of Contents has been updated.
Appendix E: Quick interpretation guide
	Statistic
	Purpose
	Common thresholds

	Cronbach’s α
	Scale reliability
	≥ .90 excellent; .80 good; .70 acceptable; < .60 poor

	Pearson r / Spearman ρ
	Strength of association
	.10 weak; .30 moderate; .50 strong

	R² (regression)
	Variance explained
	.02 small; .13 medium; .26 large (f² equivalents)

	VIF / Tolerance
	Multicollinearity
	VIF < 5 (max 10); Tolerance > .10

	Durbin–Watson
	Independence of errors
	Approximately 1.5 – 2.5

	Cohen’s d
	t-test effect size
	.20 small; .50 medium; .80 large

	Eta squared (η²)
	ANOVA effect size
	.01 small; .06 medium; .14 large

	Skewness / Kurtosis
	Normality
	Within ±2 / ±7

	p-value
	Statistical significance
	p < .05 significant; p < .01 highly significant
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