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And if provision for dialogue and drama, in all 
their ramifications, is one of the essential offices 
of the city, then one key to urban development 
should be plain- it lies in the widening of the 
circle of those capable of participating in it, 
till in the end all men will take part in the 
conversation.

Lewis Humford
(. The City in History)
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PREFACE

Two years ago, following my enrollment in the 
Graduate Program in Urban Planning at the University of 
Arizona, I read a definition of planning which I felt was - 
" the definition". Now, upon completion of that program,,
I find that I have added to and subtracted from that def
inition so often as to make it unrecognizable. This meta
morphism is, nevertheless, an appropriate reflection of my 
own attitude. I believe that it provides the perfect state
ment with which to begin my Internship Report. In my 
thinking. Urban Planning is defined as:

the continuing process of preparing, in advance and 
in a reasonably systematic fashion, recommendations as 
to courses of action to achieve agreed-upon goals or, 
objectives in the common life of urban communities.
It is an educational process in which citizens, in 
co-operation with planners, local governemcnt officals, 
and other citizens, discuss, discover and determine the 
kind of community that they want in the context of 
existing resourses and capabilities.

In many respects the most important part of this 
community planning process is the achievement of concensus 
on community objectives. Unfortunately, however, there are 
no effective patented solutions for achieving this concensus 
and dialogue does not come easily. 1

1. Coleman Woodbury, A Framework for Urban Studies. 
Highway Research Board, Special Report No. 52, ( Washington: 
National Academy of Sciences- National Research Council, 1959) p. 15.



V
One of .the reasons that conversation and communi

cation between planners and citizens is so.difficult and often 
fails is the lack of information available on u existing 
resourses.1' Physical, social, economic and administrative 
planning are all dependent upon sound facts for effective 
action, yet data deficiencies and data inconsistencies are 
not uncommon problems within the planning department.

In the same vein a public which is uniformed- 
or poorly informed- cannot be expected to discuss intelli
gently any matters relating to policy goals or planning 
objectives.

In recent years however, it has become increasingly
apparent that planning agencies are recognizing the neces-

2sity of keeping the public informed.
An example of one of these agencies is the Evanston 

( Illinois) City Planning Department where I worked as a 
Planning Intern from June-September, 1968. That Planning 
Department is continually issuing a number of information 
folders, booklets, reports and leaflets designed to inform 
the residents about their community.

One of these reports, entitled Population and Housing, 
was of particular interest not only to the citizens of
Evanston", but also to myself. It became my responsibility 2

2. See for example the listing compiled by the 
Graduate School of Public Affairs,.1968 Metropolitan 
Surveys. (Albany: State University of New York, 1963), 
pp. 1-91
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to revise this publication and update its contents. The 
stated purpose of this revised edition was to " serve 
as a resourse of information on the city of Evanston... 
for citizens, businessmen, students, community organizations, 
and the public decision-maker." It provided data on a 
variety of regional, historic, demographic and residential 
characteristics of the past and present Evanston. It also 
suggested a few predictions for the future.

z

I was totally unaware at that time of the process 
involved in the construction and design of a Community Fact 
Book ( hereafter referred to as a CFB). Therefore^ I searched 
for a number of " How To Do It " references and was quite 
suprised to find that none existed. This lack of existing 
reference material was pointed out to me again in a discus
sion with Mr. Robert Carpenter, Professor in Charge, Urban 
Planning Program, University of Arizona. It is the result 
of that discussion that the subject for this report was 
chosen.

The purpose ,of this report is to provide planners 
and other interested individuals with a better understanding 
of the role of the CFB within the context of the planning 
process. It is also intended to aquaint them with some of 
the concepts of " fact book" publication.

At the present state of the literature on CFB’s 3
3. Richard Carter, (ed.). Population and Housing. 

Evanston: Planning and Conservation Department, April,1969p. 1.
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this is quite an ambitious undertaking. As a result it 
does have certain limitations. Although they may appear quite 
obvious, they should be noted at the outset. First, an 
attempt lias been made to provide workable suggestions that 
will assist a writer in developing a limited degree of 
expertness in compiling a GFB. No attempt has been made 
however, to include all of the possible methods of devel
oping the report. There are many satisfactory techniques 
which might be used. The question of when and how to use 
them is dependent upon the specific purpose of the report and 
upon its intended audience. Secondly, the kind of CFB chosen 
for discussion has been limited to a single variety. The 
category selected is that within which the publication 
Population and HousingC Carter, 1969) may be classified.
It was chosen due to the interest which was developed in
it this past summer during my internship. Thus, although

/

it is recognized that there are a wide range of publications 
which fall under the heading of M fact book", only one 
particular type will be discussed in detail in this report.

Personal gratitude is extended to a wide range of 
associates for ideas and inspiration: To Richard Carter,
Chief Planner, Evanston City Planning Department who in
itiated my interest in ” Community Fact Books"; to Robert

Carpenter who promoted the expansion of this interest; to 
V7.D. Kelley, whose cajoling and prodding as to the " why and 
what" of a CFB crystallized more than any one thing my



thoughts on the subject; and finally, to those people 
who long ago convinced me that, in the words of Hollis 
Martin, " citizen participation is the greatest thing since 
tennis shoes. “

Notwithstanding the considerable contribution of 
the above, I absolve all but myself for what may be consider
ed errors of judgement, style and content.

In citing the quote by Lewis Humford on the page 
immediately proceeding the preface, the author acknowledges 
that she readily and fully concurs with these sentiments.
If, as a result of this handbook, additional provision for 
dialogue is made available, so that all may take part in 
the conversation, its purpose will have been served.

University of Arizona 
April, 1969
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'■ CHAPTER I

THE COMMUNITY CONCEPT - A BACKDROP 

Background
Urban communities in all countries throughout the 

world ■«- in particular, the western world- now cover large 
areas of land with their buildings. They contain considerable 
populations within their boundaries and they relate,. in the 
most extensive manner possible, to even broader regions and 
populations in their daily activities.^

Unfortunately, it is difficult to find agreement as 
to what constitutes a community. Despite the fact that a 
large number of sociologists, planners, political scientists 
and other students of urban life have made comprehensive 
studies of the community, no one definition has resulted.

Even more difficult to obtain then a definition by 
academicians however, is the citizen’s concept or under
standing of his own community and the function that it 
serves. Edward Thorndike, who spent a number of years col
lating statistics for 310 American cities, pointed out this 
phenomenon. In discussing the limited services a city 
previously provided for its residents he said: 1

1. David Thorpe, The Geographer and Urban Studies. 
Department of Geography Occasional Paper No. 3, ( Ireland: 
University of Duram Press, 1965) p. viii.

1
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...this is partly because of a lack of resourses, but 
it is partly because their ( the cities’ ) citizens do 
not know what a city can be and should be, and what some' 
American cities have made themselves, and they do not 
know their own city in comparison with others. ^

Definition of a Community. In light of these facts 
about the general definitional problems and lack of know
ledge concerning the community, it does not seem necessary 
to argue further the importance of more reliable and detailed 
information. The value of a source or series of sources 
of information that could explain the city, at least in 
part, to the citizen, appears evident.

Although there is a danger of oversimplification,
it might be useful to consider some of the more important
elements which constitute a community. For operational
purposes certain characteristics have been recognized as
indicative of a community by most students of urban life.
These characteristics shall be accepted for the purposes
of this report, not necessarily as definitive but as a basis
upon which further discussion may be carried on.

A community whether it is large or small, complex or 
simple always: (1) occupies a territorial area; (2) 
is characterized by common interests and (3) common 
patterns of social and economic relations; (4) derives 
a common bond of solidarity from the condition of its 
abode; (5) has a constellation of social institutions, 
and (6) is subject to some degree of group control. 3 2 3

2. Edward Thorndike, Your City. ( New York: Harecurt, 
Brace and Company, 1939), p. 7

3. Pauline Young, Scientific Social Surveys and Re
search. ( Englewood Cliffs: Prentice- Hall, I960 ), p. 515
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Municipal governncnt . performs the significant role 

of incorporating these elements into an effective working. 
community. To do this however, it must not only possess a 
thorough understanding of the composition and structure of 
its constituency, but also, must ensure that it, as well 
as the community as a whole,is thoroughly understood by this 
constituency.

Community■Information Efforts 
. . A recent survey of practices undertaken by the
municipalities to provide information about their community 
to citizens as well as to other interested individuals and 
organizations revealed the following : (1) of 1,349 cities 
interviewed, 835 acknowledged that they had made some efforts 
to " publize " their community within the past year. (2) 
of the methods used to inform their citizens, those ranked as 
most commonly relied upon by the communities included: (a) 
press relations,' i.e. press conferences, radio and television 
broadcasts, etc.; (b) publications, i.e. reports, newsletters, 
etc.; (c) services, i.e. tours, displays, etc.;' (3). of the 
reasons given for providing this information on the community, 
the objectives, listed according to the priority of the 835 
cities are: (a) to serve and inform the citizens of the com
munity ; (b) to satisfy requests for information; (c) to 4

4. For a detailed discussion of how each of these 
techniques is used in presentation of a CFB see Chapter II.
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publizc the city and its programs, and (d) to create good
will toward the community. ^

Activities designed to create goodwill toward the 
community were usually of the Chamber of Commerce variety.
They included: (1) phamphlets which praised the residential 
and educational value of the community while playing down its 
detracting elements,;and (2) advertisements promoting the 
recreational potential of the community, etc.

Activities which publized the city and its programs 
tended also to be of the Chamber of Commerce variety, although . 
many were of a more serious nature. The majority of these 
latter publications were industrial surveys designed to 
attract industry to the community. They provided a somewhat 
half biased, half objective picture of the resourses of the 
community which were capable of serving or attracting industry.

Activities which were undertaken to satisfy requests 
for information were of specific practical nature. In most 
cases they were initiated in order to : Cl) provide compre
hensive data on the area for planning purposes; (2) satisfy 
the information requirement of Federal grant-in-aid programs, 
and (3) fulfill the more detailed requests for information 
provided for the larger industries seriously considering 
new locations for plants. "

Activities which had as their rationale the serving 5
5. Orin Molting, (ed.). Municipal Year Book . ( 

Chicago: International City Managers Association, 1967) p. 242
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or informing of the citizen were almost unlimited in scope. 
They included: (l) providing information to new residents 
on the facitilites available within the community; (2) pub
lishing material on the summer recreation program for children 
within the community; (3) discussing the financial resourses 
and expenditures of the community, and (4) providing data 
on land area newly annexed to the city, etc.

Definition of A Community Fact Book
The CFB can be classified as falling within the 

category of activites undertaken by the municipality to 
.serve or inform the citizen about his community. The function 
of the CFB is to provide information to the citizen so that

v  •he may be made aware of the elements which structure his 
community.

A CFB may be defined as follows:
A CFB is a comprehensive document which presents under 
one cover and/or in easy to use form selected facts 
about the various historical, physical, denograohic, 
social, economic, and political aspects of the com
munity. Its purpose is to convey this information to 
each and every adult citizen of the city in order that 
• he may be made fully aware in a factual but interesting 
manner of the nature of his community.

Although this definition is in terms of a written 
document in prose form, a fact book may be presented through 
the use of a number of other media. These less common, but 
nevertheless effective, presentation forms shall be discussed 
in a -subsequent chapter.

The features of a CFB which distinguish it from other
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types of municipal reports and/or from other publications on 
the city are:

1. the intended readership of the report includes 
every adult citizen of the community who is literate. It
is not prepared merely to need the common information needs 
of .planners and. city officials although it often serves to 
satisfy this.requirement.

2. the* CFB is concerned primarily with the facts 
of the past and the present. It attempts to predict the 
future only to a limited extent. It attempts rather to select, 
analyze and arrange factual data on various and selected 
aspects of the community in order that such information may 
be made available for use by the citizens.

3. the CFB.is concise. It facilitates data gath
ering for those individuals and organizations who do not 
have the time to go to original sources to gather such mater
ial.

4. the CFB is published by the city planning depart
ment. One of the basic functions of the planning department • 
is to serve as a community information clearing center 
where information is disseminated to both interested citizens 
and governement officals. As a part of this function the city 
planning department assumes the responsibility, for this report.

5. the CFB plays an important role in the planning 
process. Firstly, it invites citizen participation and discus
sion on the present status and future objectives of the city.
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Secondly, it requires that the planning department, in 
developing the publication, recognize the standard components 
and the unique elements which first relate and then distinguish 
the community from other communities of a similar nature.
It is essential that the planning department have this 
complete picture of what kind of community they are planning 
for before they can proceed with the planning process.
Lastly, since the GFB deals with characteristics of the 
community which are basic to the planning process,i.e. 
population, housing,etc. it serves as a fundamental document 
of the Comprehensive Plan.



CHAPTER II

' THE COMMUNITY, THE COlSiUKITY FACTBCOK, AND THE ELEMENT 
OF THE MASS MEDIA

In recent years there has been an increasing concern 
over the M general state " of comraunity life. This concern has 
resulted in particular from the inadequacies of the urban 
community, from its ineffectiveness as a political or social 
unit, from its inability to keep its citizens informed and 
from its shortcomings in promoting human development. ^ For 
many members of the populace there is little sense of belonging 
or. feeling of identification with the community. The current 
popularity of such words as ” disorganization,” and " commu
nication gap” indicate the growing nature of this phenomenon.

The problems of contemporary urban life however, 
are not without their solutions. Americans are proud of their 
democratic heritage, stemming from the " Town Hall Meetings”. 
These face to face confrontations between the citizen and his 
elected official provided for direct discussion of many of 
the problems of the day. ^

The belief that the local government still provides
the only feasible focal point for bringing people together to 
—  . I_______  *1. Desmond Anderson* Municipal Public Relations. ( 
Chicago: International City Managers Association, 1966), "p. 116 2

2. William Goodman,(ed.). Principles and Practices of 
Urban Planning, ( Washington: International City Managers 
Association, 1968), p. 566

8



discuss problems of mutual concern has hot been erased. One 
example of this underlying•presumption that citizen action and 
involvement can only be generated on the basis of enlightened 
self-interest and mutuality of concern at the level of the 
small community is the Citizen Participation requirement of 
the Workable Program. The belief that commonality constitutes 
a vital element in the continuing educational and consulting 
process which characterizes successful planning and govern
ment has been the basis upon which many of the Federal 
Government’s programs are based.

• Cities also are beginning to recognize the need to
>

keep the public informed and involved with regard to munici
pal services and activities. This is evidenced by the incre
asing number of publications which are surveyed annually in

4the Municipal, Year Book.

The Mass Media
Once having accepted the responsibility of report

ing to their citizens, municipal officals must discover a 
method of informing this constituency. One of the most suc
cessful and most useful techniques is the direct use of 3 4

3. Department of Housing and urban Development, " An
swers on Citizen Participation” <. Washington: united States 
uovernement Printing Office, 1965), p. 2

4. Molting, 242

9
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mass communication.

An inventory of mass media techniques- defined as 
those instruments of communication that are intended for and 
made available to anyone who is able to utilize them - 
would include the press, periodical publications, and the 
electronic media such as"radio and television.

Other techniques, which do not fall under, the 
heading of mass media, but which do qualify as techniques 
of communication t include the public hearing and the informal 
meeting as well as a variety of reports, maps, charts, photo
graphs, models and exhibits. In some manner all of these 
techniques are useful in providing elements of information 
"normally contained in a CFB. In the next section the 
relative advantages and disadvantages of these techniques - 
shall be discussed in some detail. An attempt shall be made 
to select the ones that are the most successful in fulfilling 
the requirements of the CFB.

The Community Factbook Selection Spectrum 
Depending upon the nature and the need for infor

mation. and how the planning department best feels that it 
can reach the public, there are a number of communication 
forms, which may be utilized. These forms are available for 
use in almost any city. Certain forms however, lend them- 5

5. Anderson, 75



11
selves better to use than do others, particularly with respect 
to the CFB. The usual forms available include the following: 
the newspaper supplement, radio and television broadcasts, 
the special event, public meetings, the published report and 
the newsletter.

- The Newspaper Supplement. Perhaps the most 
important single channel of communication is the press where 
the written word is recorded and communicated to many citizens 
concurrently.^

Most newspapers today recognize that urban affairs 
are one of the more popular local issues and especially 
well-suited to newspaper presentation.^ However, the press 
cannot promise complete coverage of a community whenever and 
however a planning department may wish. The newspaper is 
not a social chronicle seeking to record all of the details 
in the life of a city or metropolitan area. Space and time 
are scarce and competition for a place in the paper is 
standard .procedure.

For major projects or complex reports, in which 
fashion the CFB is usually found, the newspapers need time to 
plan complete interpretive coverage. Thus, if the planning 
department wishes to publish the CFB in the form of a news
paper supplement, the material to be published must be made * 7

! 6. Goodman, 579
7. Goodman, 579
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available to the press a few weeks before its desired 
publication date. It can then be given several pages of 
coverage, including supplementary -feature stories, careful 
layout and special artwork.

A few cities, for example Norfolk, Virginia and
Los Angeles, California have published effective reports in
the form of newspaper supplements. Many more communities
have made use of the supplement to publize the CFB which is

8to be released later in another form.
Radio and Television Broadcasts. The broadcasting 

media arc an important element in" the field of communication.
A large portion of the public learn of events only through 
radio or television. Local planning departments have, as a 
result, attempted to go directly to the public by selecting 
the media of a periodic radio or tv. program for presentation 
of ” community facts. "

With respect to broadcast presentations, format 
varies from one community to another. Format or presentation 
techniques depend upon a number of considerations including 
budget, availability of expert assistance, and the extent of 
imagination and creativity on the part of the planner-produ
cers. The most common forms of presentation for a CFB include 
thq talk or report-to-the-people, the interview and the 
panel discussion. More elaborate presentations, used less 8

8. Anderson, 178
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frequently due to consideration of time and cost, include
remote control broadcasts from various locations throughout
the community, the use of pre-taped material, and cartoon 

9productions.
Unfortunately, municipal public affairs programs 

do not command prime time on the air and hence are not ensured 
of. reaching the bulk of the community. Produced on a " shoe
string" they do not v;in awards in competition with the glam
orous network and entertainment shows. Nevertheless, the

‘ . 10 - value of 15-30 minutes of " free" air time is not to be
11 •considered lightly. Recognition of its potential and 

use should continue in the presentation of community infor
mation, at least in the publizing of other sources of 
" community facts. "

Special Events . Another form of presentation and 
means of diffusing community information is the special event. 
Special events present an ideal occasion or situtaticn for 
distribution of considerable factual information about the 
city. Three dimensional displays, exhibited at prominent 
locations and/or oh days when many of the residents might be

9. Anderson, 163
10. The Federal Communications Commission requires 

that a portion of broadcast time be devoted free to public 
service presentations.

11. Anderson, 168



L4
concentrated in a certain area, i.e. the Municipal Fourth
of July Fireworks Display, will often tell the city story
effectively to raore people at one time than might any other
one technique. Such displays, if properly organized have,
at least, a great pqtential for providing a brief introduc-

\

tory presentation to the GFB; a potential which has been
1.2exploited by relatively few cities.

Another type of special event utilized by an in
creasing number of communities, Evanston included, to tell 
segments of the city’s story is the bus tour. Typically, 
the tour is conducted by a principal member of the planning 
staff, a city official and/or a member of a service group.
In the case of Evanston the tour was conducted by the 
League of Women Voters. Its primary purpose was to focus on 
some of the ” major” problems of the Evanston community such 
as the dilapidated condition of housing in the black section 
of the city, the lack of open space in certain areas, etc.

Since this technique has a high annual cost and 
is obviously limited to a small segment of the population, 
it is therefore disqualified from serious consideration as 
a form of presentation for the CFB. Many cities utilizing it 
however, report a high rate of public acceptance. They find 
that it is a successful method of elaborating.on character
istics discussed in the CFB. ^

12. Anderson, 185
13. Anderson, 136
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Public Meeting. Another communication form is the 

public meeting. Often critized as impractical, it is becoming, 
nevertheless, an increasingly popular tool for cities which 
desire to take'their story directly to the people through 
the medium of the neighborhood forunu^

When used to illustrate the CFB, these meetings 
are often presented in a series with one session for each of 
the major sections of the report. In most cases slides, movies, 
and other visual aids are used to embellish the presentation. 
The danger with this technique is that, since the programs 
are held in a series, if each meeting is not well organized 
and well-conducted the audience will lose interest and fail 
to attend subsequent sessions.

The Published Report . As a form of communication, 
the report has become.one of rhe most important and univer
sally recognized methods of conveying community information. 
Most of the work output of the planning department takes this 
from.

Due to the variety and types of municipal reports, 
there are really no standards imposed on content matter. 
Effective reports, nevertheless, do have at least three 
distinguishing qualities which should be recognized: Cl) a 
subject which is of interest to its intended readers; 12) a 
well-written, content,.and (3) an attractive physical ap-

14. Anderson, 136
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15pearancc. As is true .of the CFB, the municipal report in 

general has undergone a drastic and much needed change.
Although the long and short reports are still standard, gone 
are the endless tables of figures and the detailed financial 
and other factual data which, by no stretch of the imagination, 
could the average citizen be expected to absorb. Today, in 
many communities the extensive use of photographs, charts 
and cartoon illustrates and includes material that the old 
style report either forgot entirely or buried in the dark 
recesses of the interminable tables. ^

CFB’s in report form run the gamut from comprehen
sive booklets extending wall over a hundred pages to periodic 
newsletters which describe on one page particular character
istics of the community. A particular type of report- sugges
ted for use as a CFB- will be discussed in more detail in the 
subsequent chapter.

Newsletters. Newsletters, although falling within 
the category of a published report, are nevertheless consid
ered in a class by themselves. This is because they normally 
furnish information.which is more current than that provided 
by the published report. Also, by virtue of their periodic 
distribution, newsletters allow more contacts with the public 
during a specified time period. Subject matter is related to

15. Robley Winfrey, Technical and Business Report 
Preparation , l Ames: Iowa State University Press, 1962), pp. 8-10

16. Anderson, 177
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specific problems or current trends and is thus more timely.

Newsletter format varies greatly; typically however, 
regardless of size, it is less polished than most large scale 
published municipal reports. Frequency of publication also 
varies with monthly, quarterly and bi-annual publications 
generally regarded as the most popular. ^

In evaluating the newsletter for public information 
purposes, it might well be argued that brief mention of 
specific items several times a year is more effective in 
the public mind than ’* dumping the whole load" into one 
comprehensive publication or presentation. More will be said 
about this in the following chapter when the matter of the 
best format for presentation of the CFB is considered*

17. Anderson, 181
18. Anderson, 131-137



CHAPTER III

THE COMMUNITY FACTBOOK- FORM AND COMPOSITION

Selection of the proper medium or media for com
munication of the CFB is of paramount importance. Not all 
media are equally effective in all circumstances. For ex
ample , a newspaper supplement would be of much less value 
and.effectiveness in the suburb of a great metropolitan area 
than in an isolated city. This is simply because circulation 
of the " home town " newspaper in a metropolitan area is 
likely to prove much more limited than a comparable newspaper 
in the more isolated city. '

Closely related to the selection of the proper
media is the selection of the proper approach and the pro- 

2per language. Standards and common sense dictate that the 
presentation should be made in the language of the citizen 
rather than in the jargon of the planning department. Secon
dly, the material to be presented should be approached from 
the viewpoint of the audience for whom it is intended and not 
from that of the city planning director.

The Community Factbook- A Published Report * 2
r 1. Anderson, 173

2. Anderson, 78
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Language may be spoken or written. In communicating, 

the fundamentals of combining words to express thoughts are, 
of cotirse, identical whether one wishes to express his 
thoughts by sound or by symbols. With respect to presentation 
of the CFB however, the straight booklet type of report. • 
supplemented by the periodic newsletter has many advantages 
over the other types of media, both spoken and written.
This combination therefore is extremely popular in many 
cities. Advantages of this technique include: Al) the fact 
that it is convenient to use; 12) that it has a wider range 
of possible formats than some of the other types of reports, 
and 13) that traditionally it has been considered the most 
natural or basic form of citizen-governement communication.

Reliance upon the combination of report and news-
letter has additional benefits for both official and citizen

3alike. They are:
1. Simultaneous presentation. In the first place

X

the 11 written word " l used throughout this section to refer 
to both the report and the newsletter) allows simultaneous 
presentation to both the individual as a separate entity with
in his own home and.the general citizenry as a whole. The 
oral presentation is dependent upon participation by a limited 
number of citizens at a public gathering. The written word, in 3

3. The following list of advantages is not intended 
to completely discourage the use of other media in presenta
tion of the CFB. As was pointed out, many factors must be 
taken into consideration before a selection of media can be made.
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contrast may ba studied or read by one person at a time con
currently with analysis by the general population. This 
individual reading often facilitates later communication 
between citizen and planner, for although many people dread 
speaking to a group of people, few will hesitate to engage 
in private conversation.

2. Availability. A second major advantage to the 
written form of the CFB, in distinct contrast to seme of the 
other forms, is its high degree of availability. The spoken 
word of the broadcast or the public speech must do its work 
even as it is uttered; it then vanishes forever. The writ
ten word, on the other hand, will record the thought for
an age.

3. Rational language. In addition to the other advan
tages, the language of the report and the newsletter facil
itates rational consideration of their contents as it is 
intentionally impersonal and objective. There is no occasion 
to use either extreme statements, superlatives, and/or 
emotional modifiers as may often be the case in a person- 
to-group confrontation. .

4. Visual presentation. Illustrations, diagrams, charts 
and tabulations are common features of the written word 
presentation. These visual aids, supplemented t>y detailed 
prose description, allow the reader to analyze and synthesize 
the material. This is a necessity for precise understanding.

5. Considerations of time . A fifth advantage of the
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written word is that ttvany people who will read a report or 
paper in the privacy and comfort of their own home will 
neither be disposed nor willing to invest the time and ef
fort required to attend a public gathering. Analogously, the 
large amount of staff time required to present series of 
speeches, a film, or a special events display to the public 
as a unified program often far exceeds the amount of staff 
time- particularly off the job time - required to prepare 
a report or a newsletter, quality and other factors being 
equal. ■ f

6. Cost as a factor. As a medium of considerable 
feasibility, the written word has fewer budgetary limitations 
than most other means of Communication. This is especially 
true when the presentation is in the form of a newsletter. 
Depending upon format, distribution procedures and a num
ber of other variables, cost for a printed publication can
range from less than one hundred dollars to a couple of

4thousand, a range within which almost any municipality can 
operate successfully.

Length and Frequency of Publication
CFB’s may be published successfully in a variety of 

forms. The length of these forms varies widely. Generally 
speaking, the choice of any one particular length seems to 4

4. Anderson, 179
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depend upon the judgement of the planning department, 
and upon the frequency of publication, rather than on "a 
standard. Factbooks which have been published successfully 
by a number of communities however do provide the following 
guidelines.

1. The ** formal” or lon% report. A formal or long
report is normally regarded as any report which exceeds ten

5pages in length. In such a report the components are well 
established. However,'it is not always desirable or even 
necessary to employ all of these elements. As with choosing 
the proper length of the report, judgement must be used in 
selecting those elements which will best present the infor
mation to the citizen. The following tabulation lists the 
sequence of elements as they usually appear in the formal

6report.
1. Cover l Outside title page) 6. Table of contents
2. Inside title page 7. List of tables,List3. Letter of Transmittal of illustrations4. Preface 8. Body of the report
5. Acknowledgements 9. Appendix

Length of time between publication of the formal 
report varies throughout the country depending upon the 
budget constraints, the extent of coverage, and the com
prehensiveness of the material included. A suggested max
imal period between printings is once every five years if 5 6

5. Winfrey, 229
6. Winfrey, 229
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supplemented by a newsletter as recommended and less if not.

2. The newsletter report. As the treatment of the 
subject matter in a CF3 grows in number of pages and involve
ment, the report becomes more voluminous and involved. It 
also becomes more expensive. Thus, the newsletter is offered 
as a supplement to those cities that: (1) arc interested in 
keeping their citizens informed yet lack the larger budgets 
required to publish a formal report; (2) are interested in 
keeping their citizens periodically updated on significant 
changes occuring within the community.

The essential characteristics of the newsletter are 
directness and conciseness. All facts should be presented in 
a manner which is clear and convincing.

• The newsletter should be published quarterly. The 
quarterly report is most effective in presenting data on 
trends or changes which have developed in the recent past.

Composition and Data Gathering
One of the basic decisions to be made following the 

selection of a medium is determining for what segment of the 
community, i.e. for what areal unit, neighborhood, section, 
census tract or block, the data is to be presented.

Traditionally, the collection and analysis of data 
on a census tract or " community ” basis^has been the basic 7

7. ror an example of the type of M community referred 
to see Evelyn Kitagawa and Karl Tncubar, (.eds.). Local Com
munity Factbook , 1930 l Chicago: Chicago Community Inventory, 
1963)
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structural clement of the GFB. The growing popularity of 
the ,t block’1 as a unit of analysis however, is not to be 
discounted.- If the 1970 Census is successful in tabulating 
meaningful statistics on a block by block basis, this smaller, 
unit may prove to be the new unit for data presentation.

Sources of data. The compiling of information 
for a CFB almost always requires drawing from a great multi
tude of sources. In the following paragraphs summary informa
tion will be provided on a few of the many sources available 
to planners.

1. The Census. The United States Census of Population
and Census of Housing are the fundamental statistical sources
for most cities and urban areas throughout the country. The
Census of Population identifies inhabited localities of 2,500

8people or more. It relates population to these and other 
detailed territorial units. For smaller segments of the 
community or for larger areas, census data, compiled from 
primary analytical units such as tracts, may often be combined 
or reduced to yield data for other areal units such as 
neighborhoods, school districts, etc. In addition to the 
number of inhabitants, the Census of Population provides 
data on biological, demographic and ethnic characteristics

8% Philip Hauser, led.). Handbook for Social Research 
in Urban Areas, ( Belgium: UNESCO, 1964 ), p. 15 and 
the United States Bureau of the Census. Census of Population: 
i960. I Washington: United States Governenent Printing Office, 
1963)'
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and on social and economic characteristics of the population.

The Census of Housing presents detailed information 
on the number of housing units in an urban area and oh the

9condition* age and occupancy characteristics of these units. ■

2. Administrative statistics. A second source of 
data is that of administrative statistics. This category 
includes: registration data, license and permit data, 
data from public institutions and administrative data from 
non-govermnental . sources. Births, deaths, marriages and di
vorces are in almost all communities subject to registration 
procedures. Persons who would vote must register to be in
cluded in a list of elegible voters. Individuals and insti
tutions must often seek licenses and permits for certain 
activites such as owning or operating motor vehicles, owning 
or operating certain types of property or businesses, etc. 
School systems, employment and welfare centers and tax agencies 
typically maintain records concerning the extent of their 
activities* the volume of clientele served and often the 
characteristics of this clientele. Finally, business, religious 
or voluntary private organization may maintain records of their 
activities, membership, customers,etc.

j 9. United States Bureau of the Census, Census of 
Hotising: I960. I Washington: United States Governement 
Printing Office, 1963 )

10. Hauser, 15
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3. Special reports, A third' category of sources is 

that of recurring or of special instance investigations, 
surveys or reports. These special purpose investigations 
often have objectives quite apart from community analysis 
but data from such studies: can, nevertheless, be profitably 
drawn upon and used.^

4. Special sources A fourth category of sources, 
used primarily to obtain a history of the community and/or 
its people includes newspapers, magazines, old boobs or 
articles, etc. This." special sources “ category is the most 
diverse of the four and perhaps the one most conducive to 
exploitation.

Generally, the source which can be utilized the most 
effectively for purposes of community analysis is the census. 
This is because the census makes it possible: 11) to discover 
the salient characteristics about the distribution of pop
ulation and housing and about the economic activities in 
the area; 12) to delineate and describe the social char
acteristics of the population within the urban area; 13) 
to discover the contributions made by.geographical mobility
to the population; (4) to comoare, with some exactitude, the

12structural characteristics of one urban area with another.
In addition, if the community has available a series 11
11. Hauser, 16
12. Hauser, 16-52
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of past census publications, the comparison of their data 
makes it possible to isolate the present tendencies and thus 
to formulate projections useful for planning in advance, or, 
at least, to identify the objectives of planning.

The other sources of information previously mentioned, 
and which exist to a greater or lesser degree in all com
munities, may, in part, make up for a lack of census statistics, 
or else, taken together with the latter may be used to present 
a more comprehensive picture of the community.



THE'COMMUNITY FACTBOCK - A DISCUSSION OF CONTENT

Criteria, for Selection of Contents
Once an urban area to be discussed has been defined 

and the sources of information pinpointed, the. next step is 
to establish a comprehensive and somewhat detailed outline 
of what is to be included in the CFB. To accomplish this 
objective it is necessary to avoid either of the two extremes 
that so often confront a decision on contents. The first of 
these extremes is to construct a CFB outline so narrow and 
so constricted that it will result in a publication so 
highly specialized as‘to be insignificant to all but one or 
two groups within the whole community. The second is to 
construct an outline so broad and undefined that its natural 
consequence is an almost endless list of indeterminant facts. 

Although both of these extremes, or variations of 
these extremes are dangerous, the second probably holds more 
elements of attraction than the first. Thus, the most per
sistent problem is selection and evaluation of the material 
with respect to comprehensively satisfying the desires and 
• needs of the citizens for.community information.

\ In selecting much of the material which should be 
included in the CFB, reliance has been placed on four

CHAPTER III

28
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admittedly general but useful criteria which assist in
solving this problem of selection and evaluation.

To be considered as relevant, a topic or subject
should: Cl) add to the basic understanding of the community
both as a whole and with resnect to its qualitative and quan-

i
titative aspects and its economic, social, physical and polit
ical elements; C2) produce information useful in the difficult 
but essential task of formulating the policies and the 
courses of action relating to planning and urban development;
(3) furnish information which affects or potentially affects
a citizen’s, interest because of its significance or prominence;
(4) be of a general rather than a specific nature and as such 
capable of simple:: expression,amenable to graphically clear 
illustration.

Content and Format
The order in which topics or subject matter are 

arranged in this annotated listing to follow is not intended 
to determine the strict order in which they should be ar
ranged in the actual CF3. In arrangement, as in method of 
presentation, the greatest flexibility should be maintained. 
This in necessary to avoid stereotypes and to allow the report 
editor the greatest latitude in organizing the material so that 
it will best appeal to the population of the community. A

fex/ broad principles do exist however, which govern the 
arrangement of the principal sections. An example of a
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format-listed in outline form- which illustrates the arrange 
ment suggested by these principles occurs below. Each of the 
subsections mentioned in the outline will be discussed in 
further detail in the remainder of this chapter.
A. Section I. Introduction

1. Citizen's Role in Government
2. Regional Setting of the Community
3. History and Development of the Community

B. Section XI. Population
1. Total Population and Population Growth
2. Distribution
3. Density
4. Age-Sex Distribution :
.5. Family Composition
6. Family Size
7. Education and School Enrollment
8. Non-White Population
9. Migration and Mobility

C. Section III. Housing •
1. Total Housing Units and Housing Unit Growth
2. Owners and Renters
i3. Non-White Housing
4. Number of Persons per Unit
5. Age of Unit and Period of Occupancy
6. Condition of Housing
7. Value of Housing Units

D. Section IV. Socio-Economic Characteristics
1. Family Income
2. Occupation and Employment Characteristics.
3. Industrial, Retail and Wholesale Base

E. Section V, Community Services
1. Governmental Structure .
2. Revenues and Expenditures
3. Protection and Services
4. Health Facilities
5. Educational Services •
6. Cultural and Religious Facilities '
7 .  Recreational Services
8. Planning Efforts

In discussing the specific subjects individually, 
certain presentation requirements should be kept in mind.



They include: Cl), for each item: (a) an introductary state
ment specifying the importance of this subject to the city;
Cb) a statement on the present status of the subject followed 
by an explanation of the reason for this status and for any 
major changes which have influenced or will influence this 
event; (c) a visual picture of the subject whenever it is 
possible. (2) for each major division: (a) a fulfillment of 
the requirement that each division be able to stand alone as 
a separate report. This stipulation is important for the reason 
that certain sections of the CF3 are often more sought after 
than are others. When this is the case this separation enables
quick and economic reproductions of this division to be made

]_without destroying the continuity of the report.

Section I. Introduction
As illustrated, the material of the CF3 is divided

into five major parts. The first of these parts is considered
to be a general introductory section. It contains a selection
on the citizens’s role in government and a discussion of the
regional setting and history of the community.

It should be noted that the format and content of
•items included in this first division are of major importance.
The attractiveness and the interest of this first part will
largely determine whether on not the citizen will read further.

1% This idea that each division be able to stand alone 
as a seperatc report was suggested to me by Dr. David Shirley, 
Director, Division of Economic and'Business P.esearch, University 
of Arizona, in a conversation that I had with him on April 23, 
1969.

31
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The Citizen's Role in Government•. To introduce 

the citizen to the report there is needed a statement of the 
relationships between the citizen and his government*. This - 
statement should show how knowledge of the community will 
affect the individual in his everyday life. In addition, this 
item, should contain should contain instructions as to how the 
citizen may obtain information on services and on how he nay 
participate in govern.jnan.tall functions, i.e. city council 
meetings,etc. ,

Regional Setting of the Community. To be properly 
interpreted and adequately appraised, the ccirmunity must be 
considered within the broad perspective of its regional set
ting. This segment of the report therefore should contain men
tion of geographical and man-made influences which affect or 
will effect the community, i.e. location of the community with 
respect to rivers, natural resourses, climatic zones, major 
transportation routes, neighboring cities, etc. It might also 
contain some comparisons of the community with other communi
ties in the region. See Figure 1.

History and Development of the Community. The chief 
value of the historical section on the community is educational 
to learn how the community came to be the way that it is. In 
addition, the future of the area may often be gleaned from 
this section as the future of any area or community will 
often have a very definite relationship to its past. The
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material included in this section should consist of: Cl) 
the date of the first settlement; C2) the reasons for the 
selection of the site;- C3) the nationality" and characteristics 
of the first settlers; 14) the date and location of annex
ations ,.and finally, 15) a discussion of all of the events 
and conditions which helped to mold the community into its 
present form. See Figure 2. •

Section II. Population
The number and kind of people in a community have 

a great influence on the character of the community, on its 
quality and on its reputation. In order to obtain a portrait 
of the inhabitants, a list of salient demographic character
istics has been selected to compromise the second major 
division of the CFB. Taken together these characteristics 
largely determine how and where an individual lives and in 
what kind of neighborhood. When these individual sketches 
arc summed, they present a composite of the population for 
which they are added. This composite provides insight into 
the nature of the community as a whole.

Total Population and Population Growth . In order 
to place in perspective the remainder of the population 
characteristics, the total population figure must be ex
amined*—  first as it exists and then as it has changed in 
the past and is expected to change in the future.

There are a number of different ways to present
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these characteristics. They include the use of charts, 
tables and prose or all three. The combination of methods 
is generally the most effective. In this way the tables are 
utilized to present total population figures, vital statistic 
figures, and past and future growth rates; the charts are. 
utilized to depict the growth pat ern over time and the prose 
to explain the reasons why this growth and/or change has or 
has not occured.

Distribution. Population growth, concentration and 
dispersion is a continuing and dynamic process. The multiple 
events of birth, death, immigration and emigration introduce 
individuals into a population, distribute them, within it and 
then withdraw them from it. Since the populations of all com
munities participate in this dynamic process it is important 
that not only growth and decline, but also distribution be 
considered, in commenting on population distribution, the use 
of both prose and figures "are essential for adequate treatment. 
The commentary should discuss the why of the distribution- i.e. 
the influence of apartment developments, location of non-res- 
idential commercial, etc. See Figure 3.

Population Density. In the discussion of local 
planning.and community problems, fewer words are more emo
tionally loaded than that of u density”. Increased density, 
like increased traffic has extremely negative connotations. 
Certainly density does have an important bearing on the 
quality of urban life. However, what is ideal and what is
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reasonable is the subject of continuing debate. For this 
reason, it is best to present only the basic facts in this 
section and avoid drawing positive conclusions which have no 
justification. -

Density is defined as gross density when all of the 
land area of the city is included in determining the number 
of people per square mile. It is defined as net when all non- 
residential land such as streets, commercial acreage, etc., 
is excluded in determining the number of people per square 
mile. Net residential density is a more accurate reflection 
of the actual people-to-land ratio. It is more valuable there
fore for the purposes of the factboolc than are gross density 
figures.

Prose and charts should be utilized in presenting 
this characteristic to the readers.

Age-Sex Distribution. One of the population char
acteristics of fundamental significance is the age-sex distri
bution. Almost any aspect of human behavior from states of sub 
jective feeling and attitudes to objective characteristics
such as income, home ownership and occupation may be expected

. 2to vary with age and with sex. The age-sex distribution with
in any community not only determines many of the current 
population characteristics, but also provides one of the more 2

2. Advisory Commission on Intergovermental Relations, 
Metropolitan Social and Economic Disparities: Implications 
for Intcrgoveraental Relations in Central Cities and Suburbs, 
.(.Washington: United States Governement Printing Office, January, 1965), p. 145
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reliable bases for estimates of future population.

The age-sex characteristics are best illustrated in 
a profile commonly known as a u population pyramid". A pop
ulation pyramid is a series of bar graphs arranged one on top 
of another. Each bar protrays a five year age grouping of the 
population. See Figure 4.

There are, of course, certain forces which can 
influence the age and sex structure, and which thus produce 
variation in the " normal " population pyramid. These forces, 
i.e., the state of the economy, a war, should be examined and 
explained in the accompanying text along with a discussion of 
major changes in trends which have occured or are expected . 
occur.

Family Composition . .The family constitutes the basic 
social unit of the community. Differences in family composi
tion result not only in different kinds of communities, but 
also in different kinds of areas and needs within the community 
itself. For example, where families with young children 
dominate^educational and recreational services catering to the 
children are most urgently required. Where older persons con
stitute an important segment of the community, or a section 
of the community, transportation services and health and 
recreational opportunities available to adults are more 
important. Housing needs and housing demands also tend to 
vary according to the dominant family pattern in the city.^ 3

3. Advisory Commission, 161
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Presentation of this characteristic is in terms of 
the United States Census designation of " families with chil
dren under 18". Graphically, this characteristic may be il
lustrated in any one of a number of different ways. One of 
the more popular is use of a bar graph.

Family Size •. Closely related to family composition 
is the item of family size or more correctly average household 
size. Census tracts or communities with a high percentage 
of families with children under eighteen generally have a 
higher than average household size. Communities with a large 
percentage of old people in the population are usually found 
to be just the reverse. This characteristic has additional 
value aside from that of indicating age structure of the 
community. It enables planners to properly assess the impact 
of new housing construction and therby to estimate future 
population. It also enables them to plan for the special 
types and locations of housing units needed to satisfy the 
variety of family sizes within the community. As with pre
vious characteristics, there are a number of different 
techniques available to graphically illustrate this subject. 
For an example of one see Figure 5.

Education and School Enrollment. In America today, 
with.the emphasis on occupational specialization, the economic 
welfare of an individual depends primarily upon the level of 
education that he achieves. Education largely determines oc
cupation and occupation, in turn, largely determine income.
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The question of the extent or level of education within the 
convnunity thus is one indicator of the general economic 
strength or weakness of that community's population.

In discussing this characteristic it is important 
to determine the educational status of the community. This 
may be accomplished by explaining some of the basic statistics 
concerning education compiled by the Bureau of the Census.
These include the percentage of the population completing:
(a) less than five years of school;(b) high school or more;
(c) two or more years of college. A review of the distribution 
of the school population between the ages of five and 
thirty-four is also beneficial.

Ron-White Population. The importance of race in the 
life and problems of our metropolitan areas has become over
whelmingly apparent since World War II. This requires us to 
consider this characteristic in some detail as the differen
ces in the racial makeup of the community carry important

4implications for public policy.
Some of the more important items deserving of 

analysis within this section include: (a) the total non
white population living within the community; (b) the 
decline or growth of this group over the last ten to twenty 
years, and lc) the distribution of this population through
out the community. Mention should be made of the reasons for 
a rapid decline or growth l if one exists) and/or for evidence 4

4. Advisory Commission, 137-142
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of the concentration or dispersion of this populace. These 
reasons should be included along with charts or tables 
containing the actual figures depicting these phenomena.
See Table 1. . ,

Migration and Mobility. The geography of movement, 
settlement and mobility in America is a familiar one to 
almost everyone. For the community migration figures also 
have significance in that they serve as important indicators 
of change in the general socio-economic fabric of the area.

The mobility pattern of urban populations can be 
analyzed essentially in terms of two major groups. First, 
there are the movers who shift their residential location 
from one part of the community or metropolitan area to
another; second, there are the migrants who enter the community

\ 'or urban area from outside of its boundaries. Analysis of the
figures for the second group is significant in that they often 
serve as important indicators of change in the economic sta
bility of the region. Figures for the first group on the 
other hand, although important, are more related to intra
urban change. They represent citizens seeking to improve their 
residential location while maintaining their present economic 
and social ties. One of the visual methods' used to present 
this data can be seen in Figure 6.

Section III. Housing
Shelter, one of the most vital of human needs is
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TABLE 11

DISTRIBUTION OF NON-WHITES BY CENSUS TRACTS, 1960

Tract jTotal White Neqro Per Cent Other Per Cent
14 5,455 5,360 49 0.9 46 0.8
15 2,929 2,905 6 o # ro 18 0.6
16 4,156 4,150 6 0.1 0 o#o

17 4,009 3,991 11 0.3 7 0.3
18 3,817 3,761 21 0.5 35 0.9
19 5,741 311 5,415 94.0 15 0.3
.20 5,009 4,350 584 11.5 75 1.5
21 4,589 4,361 178 3.9 50 1.1
22 3,564 3,286 256 7.0 22 0.6
23 3,901 2,147 1,737 44.5 17 0.4
24 4,315 4,224 79 • 1.8 12 0.3
25 3,249 2,727 514 15.8 8 0.2
26 3,849 3,775 62 1.6 12 0.3
27 5,201 5,175 21 0.4 5 0.1
28 5,321 5,140 160 3.0 21 0.4
29 6,211 6,181 5 0.1 25 0.4
30 7,967 7,895 22 0.3 50 0.6

Evanston 79,283 69,739 9,126 11.5 418 0.5

Sources 1960 Census of Population

Table 1. Example- Non-White Population
-58-
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usually taken for granted in an affluent society such as 
that of the United States. The subtle and complex influence 
of its character on people’s lives often goes unnoticed.
Housing is of importance for everyone. For the community as 
a whole* housing and all its ramification is a central concept. 
Much of the nature, character and vitality of a community is 
conveyed through the visual images formed by its housing.
These general impressions-gained from observations-give at 
least tentative answers to many questions which might be ask
ed about the well-being of the community.

Because of the emphasis on and also because of the 
necessity of this structural element, the third section of the 
GFB should be devoted to housing. Material in this section 
should provide the inhabitants of the community with an accu
rate and objective picture of the kind of housing in which 
they live.

Total Housing Units and Unit Growth. As was done with 
population characteristics, a basic unit of analysis for 
housing must also be provided in order that the remainder of 
the housing data may be viewed in its proper perspective. This 
basic unit is the total number of dwelling units within the 
community. It is obtained from the Census of Housing supple
mented with data gathered from building construction permits.

Housing unit growth is another useful characteristic 
which should be included in this section. It illustrates the 
change which has occured to the number of housing units over
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a selected period of time. To obtain an accurate estimate of

> •

the trends of growth and decline, it is helpful to use both 
building permit data and census data . Data from the former 
source can also be used in determining the type of unit being 
constructed in the community. See Table 2.

Owners and Renters. Across the United States the 
trend has been for the percentage of homeowners to continue 
increasing. Today, thirty-three million people are classified 
as homeowners, and they occupy over sixty-two percent of the 
nation's housing. Twenty-five years ago only forty-four 
percent of the housing units were owner-occupied.

The number of owner and renter-occupied units is an\ '
important indicator of the economic viability of the community. 
When considered along with certain population characteristics 
such as distribution, density, etc., it helps to provide a 
meaningful index to the types of people found in the community. 
For example, young singles or marrieds and older retired 
people are found to be renters while families with children 
are often homeowners.

A graphic illustration of this item which simul
taneously provides a picture of the distribution of renters 
and owners throughout the city is a great aid to discussion. 
For an example, see Figure 7a.

Non-White Housing. Closely related to a discussion 
of the non-white resident population is the subject of non
white housing. The census, maintaining an unfortunate use of



TABLE 1 49
GROWTH IN HOUSING UNITS FOR POST WAR PERIODS

Number of Housing Units
Single Row Two

Year Family House Family Apartments Total
Immediate 1947 147 30 186 363
Post War 1948 87 10 210 307
Period 1949 181 JLi -90 285

Total 415 54 486 955
Number of Housing Units

Single Row Two
Year Family House Family Apartments Total

Between the 1950 219 2 26 332 579
1950 and 1951 165 67 14 93 339
1960 Census 1952 223 7 4 62 296

1953 316 55 26 19 416
1954 370 • 24 46 62 502
1955 311 36 110 117 574
1956 133 109 104 203 549
1957 69 67 54 389 579
1958 108 78 40 643 869
1959 _77 _12 _20 332 501
Total 1,991 517 444 2.252 5.204

Number of Housing Units
Single Row Two

Year Family House Family Apartments Total
Post 1960 1960 52 163 18 317 550
Census 1961 40 48 4 55 . 147
Period 1962 55 14 36 233 338

1963 33 0 6 246 • 285
1964 35 5 6 464 510
1965 12 11 4 213 240
1966 20 2 4 215 241
1967 13 2 4 187 206
1968 -12 64 __8 -§9 153
Total 272 309 = 1.999 2,670

Source: City of Evanston, Building and Zoning Department.

Table 2. Example- Growth in Housing Units
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words, classifies each occupied housing unit as ” white" or 
"non-white" according to the ethnic origin of the head of the 
household. Data for this topic is therefore easily obtainable.

There is, unhappily, a social and economic disparity
that exists between white and non-white families in many
communities. As a result, it is often found upon analysis
that location of non-white housing correlates closely with
the location of overcrowded or deteriorating and dilapidated
units. If such a correlation is found to exist within the\

community special note should be made of its existence. 
Suggestions as to method of eliminating the disparity should 
also be provided.

Prose together with tables and graphs constitute 
the best method of presenting this characteristic. See 
Figure S.

Number of Persons per Housing: Unit. Housing units 
are occupied by varying numbers of persons depending upon the 
size of the unit and the size of the family. In attempting 
to suggest a standard by which overcrowding may be recognized, 
the Census determined that more than 1.01 persons per room 
might represent such a tendency. The belief that more than 
1.01 persons per room constitutes a crisis of overcrowding 
is not necessarily a tenable one. Nevertheless, the problems 
that often arise when this situtation is in association with 
sub-standard housing does make it an item worthy of concern.

Presentation of the number of persons per housing unit
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and n overcrowding" should be handled separately. This 
is not difficult as they are presented seperately by the 
Census of Housing. For an example of one way in which to 
present the number of persons per unit, see Figure 9.

Age of Unit and Period of Occupancy. The reasons 
underlying the length of occupancy are important. The 
stability of an area is often equated with the length of 
residency of its population. This concept is prevelant and 
on the whole well founded. Basic information concerning the 
choice and length of stay in a residential location then 
is important to the planning department as well as the citizen. 
When viewed for the city as a whole it provides a meaningful 
index to the stability of an area. For an example of one 
method of illustrating this topic, see Figure 7b.

Equally ns important to the community as the data 
bn the length of occupancy is data indicating the age of the 
structure. Age of structure is often associated with declining 
housing conditions as well as with low family income. When 
collected from building permits, age of structure provides 
indices to (a) to the amount of new construction which 
has taken place over a specified time ( and thus partially 
to the community growth rate) and, lb) to the geographic 
direction in which the community developed and/or is 
expanding. See Figure 10a, 7c, 7d.

Condition of Housing . Of critical importance to 
a community is the condition of its housing. Some blight
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and neglect can almost all/ays be found in cities. What seems 
to be crucial is not so much the presence of blight, but 
its degree, and what, if anything, is being done about it.

The Bureau of Census in relating the condition
> .

of housing does so by separating the units into three
categories: sound, deteriorating and dilapidated. The
graphic presentation of housing quality may be done by
using the figures for these three categories in separate
illustrations. See Figure 10, for an example. Accompanying
prose should go into some detail with respect to the location
of blight, its causes and the plans for its correction.

The Value of Housing Units . What is it that
gives a home or an apartment its value and enables it to
command a certain price or rent? Aside from the state of the
• current housing market,, reflecting supply and demand, there
is a certain intrinsic value associated with the unit.
Obviously, this is influenced by the quality of the orig-

. inal construction, the age of the structure, etc. Special
amenities, such as the location near a school or a lake
can also exert a strong influence over the value of homes

,
and apartments.

'All of the many determinants of value are obviously 
not evenly distributed. The Census of Housing collects data 
on the Value of homes and the amount of rent paid for apart
ment units. These figures reported by the Census, when mapped, 
can be used to give a general impression of the relative
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variations in value by geographic areas throughout the 
community. See Figure 11.

Section IV. Socio-Economic Characteristics
In recent years analyzing socio-economic factors 

has become essential in understanding the overall picture 
of an urban area. Along with population structure and dis
tribution, these factors also have a significant influence 
upon the city’s external physical characteristics and upon 
its internal patterns and qualities.

To present a relatively accurate and overall impres
sion of the community, this fourth section therefore, should 
provide basic information on certain socio-economic character
istics. These selected characteristics will help to broaden 
the scope of the population and housing analysis.

Further detailed information on the city’s economic 
base, if desired, should be compiled and presented in a 
separate, more complex study.

Family Income.' The income level usually determines 
many important aspects of family life such as life style, 
choice of neighborhood, purchasing power, and educational 
opportunities. A study of the distribution of income levels 
reveals many of the fundamental and related characteristics 
of the local population.

Analysis of family income should be done both graph
ically and in the form of prose. Reason's should be provided 
for areas of concentration if they exist, as well as for the
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location of noticeably high or low income areas.
Occupation and Employment Characteristics, The 

income levels of the local population and the type of jobs 
in which they are employed, do much to shape the character 
of the community. The Census-collects information on the 
extent of unemployment, where people work, their' type of 
occupation, and the industry in which they are employed. 
These details provide further information on the character 
of the community. .

One measure of the economic vitality of the com
munity is its rate of unemployment . This characteristic 
is provided by the Census in terms of a percent. It might be 
presented in this section together with: la) a graph 
illustrating the types of occupation in the community 
and the relative proportion of the city’s labor force 
employed in each occupation; lb) a graph depicting the 
types of industry in which the labor force works, and Ic) 
a graph showing the change in occupational characteristics 
in the community, if such a trend is present. Accompanying 
text should explain the graphics. See Figure 12.

Industrial, Retail and wholesale Base. A community 
is composed of a number of establishments which provide 
employment, goods and services to the area. It is valuable 
to consider these establishments in detail in order to gain 
some idea of the economic health of the community.
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One of the more common methods of studying 

these establishments is to review them in a manner similar 
to the one employed by the County and City Data Book. In • 
this book data, for manufacturing establishments, retail 
trade establishments and wholesale trade establishments is 
provided for two periods in time. The more important cat
egories of data provided include: (a) the number of estab
lishments, and (b) the total receipts of these establishments , 
listed in dollar amounts.

Section V. Community Services
If the editor/reader will make a quick mental review 

of the content of the CFB thus far, he will note that it 
has stressed population, housing and economic indices. If 
these items are thought of as resources of the community,

ithe final question then becomes, " what services are provided 
to encourage the development of these resourses?” What is 
being done to provide these services?

Community Services, the fifth and final section of 
the CFB should include a discussion of all of the major ser
vices and facilities provided by the community.

Governmental Structure. Local government is related 
to almost all aspects of community living. "As modern living 
grows more complex, people make more demands upon their 
government. These demands include the provision of additional 5

5. United States Bureau of the Census. County and City 
Data Book. ( ..'ashington: United States Government Printing 
Office, 1957)



services and of additional agencies to deal with the problems 
of everyday living. When these new functions are provided 
a question arises in the citizen’s mind as to which agency 
of the government has assumed active responsibility for 
them.k A chart therefore, pictorially presenting the fun
ctional structure of the city government should be included 
in this section. It should be accompanied by a brief but 
interesting explanation of these functions. This information 
will assist the citizen in understanding the present status 
and function of his government.

Revenues and Expenditures. The extent to which a 
local government can perform the functions which its citizens 
desire is limited by the amount of money that it can raise, 
through taxes and other means, and the cost of respective 
functions.z Citizens should have an understanding of this 
important aspect of city government. The finance section there 
fore should strive to explain and discuss city resourses and 
expenditures in clear and interesting terms. The central 
question it should answer is: Where did the money come from 
and where does it go?

Protection and Services. In presenting a general 
picture of the quality of protection and services available 
in the community, certain information should be included. * 7

o. Roland Warren, Studying Your Community. (. New 
York: The Free Press, 1955), pp. 33-36

7. Warren, 40

62
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i&camples are:, (a) a listing of the number and location of 
the police and fire stations throughout the community; lb) 
a similar listing for municipal water and sewage treatment 
plants; vc) the name and location of other offices of the law 
which serve the city* and \d) the methods of contacting these 
respective agencies. A map illustrating the location of these 
agencies would be beneficial.

Health Facilities imblic responsibility for many 
health functions has long been recognized. It is important 
therefore that citizens be kept informed of the major public 
health facilities available in the community.

Material in this section should include information 
on: ia) the number of hospitals in the community; vb) the 
name and address of these facilities; ic) the number of beds, 
and id) the type of medical services available . Other 
public facilities should receive similar treatment.

educational Services . Developments have moved rapidly 
in the field of public.education in the past few decades.
As a result, school and community officials have often failed 
to keep the public sufficently informed on educational status 
in the city. This section should attempt to remove that 
deficiency. It should contain the name, location, present 
enrollment figures and special education programs of each 
school in the community. If higher educational institutions, 
vocational training centers or adult education facilities 
are present within the community they should also be included.
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Cultural and Religious Facilities, Cultural and 

religious services are an important part of the daily life 
of the community. They provide pleasure to both children 
and adults.

Information to be provided in this section includes: 
la) a list of the types of cultural activity and variety 
of religious facilities and services available in the 
community, and lb) a brief sketch on the various categories 
of cultural activities present, i.e. libraries, art museums.

Recreational Services . People find enjoyable in 
themselves activities which provide an opportunity to exer
cise their bodies in a pleasurable pursuit, set up a challenge 
for them to overcome, permit them tu develop skills or tap 
their abilities for creative invention, facilities which 
provide such recreation free or at a nominal fee are considered
public recreational facilities. Public parks, playgrounds,

8and swimming facilities come most readily to mind. The 
total recreational effort of the community however often 
extends beyond these services.

This section should contain • a listing of these 
services. It should provide data on the name, location and 
kind of facilities available and also on the existence of 
similar facilities provided by private organizations such as 
civic clubs, etc. Phone numbers, where more detailed infor- 8

8. Warren, 11/
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mation on tnese. available programs may be obtained, should 
also be included.

Planning Efforts , The last and final section of the 
report proper affords an excellent opportunity for the 
planning department to present an integrated picture of the 
city’s activities. The nature of planning and the need for 
planning may also be discussed, as well as the present organ
ization available for planning. A brief account of the major 
elements of the comprehensive community plan should be 
presented and a copy of the general plan map provided.



CHAPTER V
THE COMMUNITY. FACTBOOK- PUBLICATION AND DESIGN

A CFB is a u voluntary " publication. Gemming un
bidden to the citizen it must gain his notice and attract 
him to its contents through readibility and design. This 
chapter suggests some of the principles which the report 
editor must keep in mind in designing the report.

In presenting these specification it has often 
.been necessary to use the technical vocabulary of the printer. 
It is urged that the report editor work closely with the 
printer so that his ideas for an attractive report may be 
translated into the finished product as cheaply and as 
efficently as possible.

Attractiveness refers to those qualities which have 
the power to draw attention and interest for more than just 
a moment. In attracting attention, reports appeal to the eye 
of the mind. Eye appeal is created largely by certain manip
ulations of headlines, color and illustrations. Mind appeal, 
on the other hand, is contingent upon the content of headlines, 
the text and illustrations. Besides these elements, attract
iveness also depends upon satisfying certain recognized laws 1

1. Clarence Ridley and H, Simon, Specification for 
the Annual Municipal Report , v Chicago: International City 
Managers Association, 1943), p. 31

ub
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of art in the arrangement of the material and in the selection

Oof illustrations;
A check list follows that summarizes some current 

ideas of good design. These ideas, if used in the preparation 
of the CFB will contribute to that report’s composite quality 
and attractiveness.

Planning the Publication
Necessary to the success of the publication venture

is the planning which precedes the project. At least six major
planning steps must be taken and at each step important decis-

3ions must be made.
Quantity. The size of the audience, the length 

of time the publication will be used and other similar factors 
should determine the total quantity of the documents to be 
reproduced. Knowledge of quantity is essential to the selection 
of the proper reproduction or printing method to be used.^ 

Distribution Method. Early in the planning process 
decisions should be made regarding the method by which the 
publication will be distributed to its audience. The size and 
shape of the publication might well be influenced by the 
'method of distribution.̂  2 3 4 5

2. Ridley, 31
3. Anderson, 204
4. Anderson, 205
5. Anderson, 205
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Format. The term format refers to the shape, size, 

type and style of a publication. Before a working layout or 
dumny of the publication can be made, its format must be 
determined. Decisions on format are influenced by many factors 
including appeal to the reader, method of distribution, 
printing and paper costs, and other factors-".0

Layout. The ultimate blueprint or design for a 
publication is the layout. A multi-paged layout, having the 
same number of pages as tne finished publication, is also 
called a dummy’1. Whether the layout process precedes or
follows the editing and the preparation of illustrative 
material will have to depend upon the job itself and on the 
decisions made during the planning process. ^

Production Details. Decisions must be made on 
a variety of specific details concerning the finished pub
lication. What printing method will be employed? What type
of paper will be used? Will a cover be required for the

8report, and if so, of what nature?
Budget. Interwoven throughout each step in the 

planning process is consideration of the financial, material 
and personnel requirements associated with the job. Some 
planning must be done so that the general nature of the 6 7 8

6. Anderson, 205
7. Anderson, 205
8. Anderson, 205
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of the job can be determined as a basis for final budgeting 
of the completed publication. Ultimately, however, the 
assigned budget and planned costs for the project will be de
cisive in deciding details concerning format, printing methods,

4- 9paper, etc.

Format of the Report
Although each major division of the report is planned 

as a'seperare unit, all details of production should be con
sidered in relation to each other and to the report as a whole.
Careful planning at the beginning will reduce the possibility

10of delays, additional expense and disappointing results.
Paper. The selection of paper for a publication 

involves technical judgement and the printer should be con
sulted on this point. Seven factors should be considered in
selecting the paper stock. They are: cost, quality, surface

TTand finish, weight, size, grain and color.
Type . In typography, consideration must be given 

to types that are suitable for display. In determining the 
suitability of a type face for the report, consideration 
should be given to several factors: legibility, style and

12size. The printer should assist in choosing the desired type. V.
V. Anderson, 20o
10. Ridley, 33 
1L, Anderson, 207 1
12. Ridley, 33
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Illustrations. Illustrations may include all

devices, by which information is presented to the reader pic-
13 .tori ally rather than by words and tabulations • If illus

trations are well drawn, clear and complete in detail they 
should survive for the life of the report, in order to fill 
this requirement illustrations should: va) be understandable; 
kb) be relevant; kc) not contain unnecessary data; \d) com
plement the text, and ^e) have a title and legend.

Data to be presented in an illustrated form may 
be handled in a number of ways. The best results are obtained 
when the selection of techniques is made with due consider
ation of the data and the purpose for which the illustration
. . ^ . 14is intended.

The following illustrative material is often 
included in a CFB: photographs, drawings, maps, charts, and 
graphs. Curve charts, surface charts, column charts and bar 
charts are the most popular charts selected for use in the CFb .

Tables. Numerical and descriptive data are so common 
to reports that tabular arrangements have been accepted as a . 
form of technical language associated with reports. As a rule, 
statistical and topical data are presented in tabular form to 
enable the reader to grasp quickly a definite understanding of 
the material illustrated. ^

13. Winfrey, lOy
14. Winfrey, 10y
15. Winfrey, 93
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There are a wide variety of table ” types11. They

are classified according to whether they contain a tabulation
of: ka) numerals, lb) words and descriptions, or Ic) numerals
and words combined. Tables may be either open or closed in
format, that is, with or without lines to separate the parts 

16of the table,
Color, in general the use of color considerably 

enhances the appearance and eye appeal of the UFB. Whether 
the additional cosr of color work is justified however will 
depend upon several factors but principally on the funds 
available for the production of the report.

Color can be used in three ways. First, in the text 
to enliven and add interest to the body of the report. 
Secondly, on the cover, here color can be either in the form 
of colored stock or ink or both. Colored cover stocks are 
more attractive and usually cost no more than white stocks. 
Thirdly, on the pages of the report, a different color for 
each of the five major section of the C?B is an excellent 
method of indexing the material in an informal fashion.

However employed, colors should be used and combined 
with good taste. Poor color combinations, or an overuse of 
color, can seriously detract from the general tone and effect
iveness of the report.  ̂*

16. Winfrey, 93 ,  

1/. Ridley, 34
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Arrangement of units . The report is broken into 

separate units with text, headlines and illustrations making 
up the individual elements. Each unit or section is subdi
vided into sub-units. Arrangement of sub-units on the page 
and within the section should be consciously planned by the 
report editor so that a balanced and artistic presentation 
is obtained. This the editor may achieve by the proper placing 
of units, by contrast between light and dark print areas, 
and by the use of white space.^ ,

Conclusion
The proceeding chapters have discussed the purpose,. 

the composition, and the techniques and methods of construc
tion and compilation of the CFts.

Like any other facet of planning administration, 
the publication of the CFB requires skill and expertness on 
behalf of the planning staff, it also requires an under
standing of the variables which can affect the outcome of 
the effort. As has been illustrated, they are not discrete 
and unrelated. The format, design, size and shape of the 
CFB is related to its message. The mechanical aspects of 
the report are linked to selection of the most appropriate 
reproduction method. They are also related, to the ultimate 
means for distributing the CFB to the desired audience.^

18. Kidiey, 35
19. Anderson, 214



Finally, the whole process is dependent upon 
the purpose behind the message- widening the circle of 
informed citizens so that all may participate in the 
conversation on the community.



SELECTED 31BLXuGHAPIiY

Public Documents

1. Department of Economic Development, State of 
Hawaii. Fact Book, Citv-Countv of Honolulu. Honolulu: 
Department of Economic Development, 1962.

•2. United States Bureau of the Census* Census of 
Business: 1963. Washington: United States Government Printing 
Office," 1955.

3. _;___________________ . Census of Governments:
1952. Washington: 1963.

4. ____________________ . Census of Manufacturing :
1963. Washington: 1966.

5 .  ________ ____________. Census of Transportation:
1963. Washington: 1963.

6. ________ ________ ;____. County and City Data
Bock. Washington: 1967.

7. ____ _______________ . Pocket Data Book, USA.
'Washington: 1967.

• 0. ____________  . United States Census of
Housing: I960. Vol. I. States and Small Areas. Washington: 
1963. '.

9. _____________ ______ United States Census of
Population: 1960. Vol. I. Characteristics of the Population. 
'Washington: 1963. '

10. United States Department of Housing and Urban 
Development. Citizen Participation. Workable Program for 
Community Improvement..Program Guide 7. Washington: 1966.

Books
1. Anderson, Desmond. Municipal Public Relations. 

Chicago: International City Managers Association, 1966.
74



75
2. Bollens, John. &:nlorin# tho I'atx'ooolltan Cora- 

ignnity, Berkley: University of California fress, 1961.
3. Chapin, F. S. Urban T.ancl Use Planning . Urbanna: 

University of Illinois Press, 1965.
4. Duncan, Otis, and iloiss, A. -Social Characteristics 

of Urban and - Aural Coro.'.unities. Few York: alley and Sons, Inc., 
1956.

5. Gibbs, Jack. led. ). Urban research liethods. 
Princeton: Van Uostrand Comoany, Inc., 1961

6. Goodman, William, led.). Principles and Practices 
of Urban Planning. Washington: international City managers 
Association, 1963.

7. Hauser, Philip. Handbook for Social Research in 
Urban Areas. Belgium: uMBSGG, 1965.

8. Kameer, Uichael. led.). Writing Handbook.
Chicago: Louolu University Press, i960.

9. Kitagawa, 12. and Taeuber, K. Local Community 
Fact Book. Chicago: Chicago Community inventory, 1963.

10. Humford, Lewis. The City in History: its origins, 
its transformations and its prospects. Hex; York: Harcourt, 
Brace, and World, 1961.

11. Molting, Grin. led.). Municipal Year Book. 
Chicago: International City Managers Association, 1967.

12. northeastern Illinois Metropolitan Area- Plan
ning Commission. Suburban Factbook. Chicago: Planning 
Commission, 1962.

13. Olds, 12. Hot7 Does Your City P.ato? St. Louis: 
Social Planning Council of. St. Louis and St. Louis County, 
1952.

14. Perloff, Harvey. Her-rions, P-.esourses and 
Economic Growth. Baltimore:John Hopkins Press, 1960.

15. kidley, G. and Simon, H. Specific ations 
for the Annual Municipal --amort. Chicago: International 
City Managers -association, 1943.

16. Abodes,L. and King, M. Dal).as Population 
Handbook . Dallas: 1962



76

17. Susoman, Marvin. uornraimity Structure and 
Analysis . Hex-/ York: Thomas Crox/ell u crap any, 1959.

10. Tien, n. led.). ;lilx/arkce j-etronol 1 Iran
Area Fact Book. 1940._1950, 1900. Madison: university
of Wisconsin Tress, 3.962.

19. Thorndike, F.dv/ard. Yonr uity. new York:
Harecurt, Brace and Company, 1939.

20. Thorpe, David. The ceoeraoher and urban Studies. 
Department of Geography Occasional Taper ho. 8, Ireland: 
University of Duran Trass, 1966.

21. Van Hagan, uharles. nenort Writers handbook. 
i-.cx/ jersey: Prentice -Hall, Inc. , IShflT

22. warren, Roland. Studying Your Comunity.
How York: The Free Press, 1965 .

23. Winfrey, Robley. Technical and Business Report 
Preparation . Ames: 'Iowa State University Press, 1962.

24. Young, Pauline. Scientific Social Surveys and 
Research . Englewood Cliffs: Prentice-Hall, I960,

Periodicals, Reports and Newsletters
1. Advisory Commission on Intergovernmental Rela

tions . Metropolitan Social and Economic Disparities: 
Implications for Intergovernmental Relations in Central 
Cities and Suburbs. Washington: United States Governement 
Printing Office, January, 1965.

2. Albuquerque City Planning Department.
Base Data Book Sheets . Albuquerque: November, 1959.

3. Carter, Richard, (cd.). Evanston Population 
and Housing. Evanston:City of Evanston Planning Department, 
April, 1969.

4. Graduate School of Public Affairs. 1963 - 
Metropolitan Surveys. Albany: State University of New 
York, 19T>8

5. " Survey of Buying Pox-rer1,* Sales Management. The
Magazine of Marketing. New York: June, 1957.

6. Woodbury, Coleman. A Framework for Urban Studies. 
Highway Research Board, Special Report No. 52. Washington: 
National Academy of Sciences- National Research Council,
1959.


