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From the Editor’s Desk 

 

Dr. Annapoorna Ravichander 

Head, Communication & Policy 
Engagement, CSTEP 

A Think Tank engages with several stakeholders, 

due to its nature of work. Often interesting 

information goes unnoticed or is hidden in some huge 

data, which becomes a handicap for a Think Tank. It is 

in this belief that communication and policy 

engagement has become an important aspect of 

several Think Tanks. Recognising the importance and 

need for a niche personnel, appropriate candidates 

have been hired. As an overall objective a typical 

communication team ensures that there is constant 

dialoguing between a Think Tank/organisation and 

the different stakeholders. Ideas/information is 

unpacked during the course of a research 

study/project. Since several studies/researches take a 

long period of time to complete, massive data and 

important information do not reach the right audience 

at the right time. This is when a communication team 

steps in to ensure that a viable strategic 

communication plan is in place to ensure that 

information is filtered and shared appropriately. 

Often it is questioned, as to why do research 

organisations require a communication 

team/strategy? While this is a valid question, one 

needs to keep in mind that unlike an academic 

institution or a corporate sector, research 

organisations/Think Tanks/civil organisations, most 

often, conduct evidence-based research and do not 

have a strong backing or support to share 

information. Their work is recognised, many a times, 

only if they are in close contact with a policy 

maker/individual in the government machinery, or 

alternatively if they have been asked/commissioned 

by a government/policy maker to conduct a research 

study. Most of these researches are of great 

importance nationally. Policy decision makers seek 

solutions to ensure that the decisions affecting the 

nation/state are well-thought off, sometimes 

scientifically proven and most important backed by 

strong and reliable evidence.  

While researchers continue to conduct researchers, 

identify problems, find suggested solutions a 

communication team steps in to ensure that the 

findings/results from these researches reach the right 

audience. However, one important thing to keep in 

mind is that, results, key findings and important 

information drawn from a research project needs to 

match the requirement of policy makers, nation’s 

issue.  

At CSTEP,   the communication and policy engagement 

team has taken baby steps to ensure that a lot of 

spade work has been completed in identifying the 

need for such a team. Based on a lot of interactions 

with senior management, researchers the team 

comprises 1 Senior communication officer to handle 

media interfaces (social and traditional) and ensure 

that the editorial process is followed, a graphic 

designer to ensure that all outputs and 

communication materials include appropriate 

graphics and are of high quality, a database associate 

to ensure that all information is available, to include 

all the publications, contacts, reference documents 

and maintained in a repository for usage. The team 

has a Head who oversees, ideates, understands and 

ideates activities/outputs and other engagements. 

Over a period of time the team is evolving and has 

nurtured processes while learning and practicing. 

Read this link to read more about the team 

http://cstep.in/pressroom/blog-articles 
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Review Process for Quality Management 

Arushi Sen 
Senior Communications Officer, CSTEP 

 

As a policy research organisation, CSTEP produces 

large amounts of written communication. In order to 

improve the quality of its research products, such as 

reports, policy briefs, articles, presentations, etc., 

CSTEP believes, and rightly so, that the editorial 

quality of its research products plays a very crucial 

role in the brand image of the organisation.   

Components of Editorial Quality  

Editorial quality consists of the following key 

components: grammar, logical flow and technical 

verity. 

Grammar – a set of rules guiding the structure of a 

language – is the agent of cohesion that strings a 

bunch of words into a sentence; it can make or break 

the original message of any written communication. It 

also wields immense power in the communication of 

ideas and their logical flow. Punctuation marks are the 

foundation pillars that support the walls of ideas. If a 

piece of writing is not logically structured, then 

ensuring effective communication can face a major 

setback. In addition to these language-related aspects, 

the information contained in a document must be 

absolutely true and evidence-based. 

Based on these considerations, CSTEP decided to 

design and implement a ‘Review Process’ for quality 

management purposes. The organisation’s 

management has clearly demarcated “Ensure high 

quality of document” as one of the key objectives in its 

Organisation Strategy document. 

#34%0ȭÓ 2ÅÖÉÅ× 0ÒÏÃÅÓÓ 

After a lot of practice and trials, CSTEP developed a 

workable Review Process to ensure that it only 

published high quality documents. After testing the 

first version of the Process and receiving feedback 

from relevant users, it underwent two rounds of 

iterations.  

The Review Process essentially contains three core 

levels of checks: 

1. Content edit – the document is checked for 

grammatical errors and the soundness of the flow 

of thoughts 

2. Technical review – the document is checked by a 

subject expert to ensure factual accuracy 

3. Final proof and aesthetic checks – the document is 

checked for visual and formatting consistency, and 

a final high-level content review is conducted. 

The current version of the Review Process that is 

being followed by CSTEP has been represented 

graphically. 

For different types of documents, the weightage 

assigned to each component/level as well as the time 

spent for each level varies. For instance, while the 

content edit of a report might take 4-5 days, the same 

job is completed within one working day for a 

newspaper op-ed. The variation in the weightage and 

time allotted to each level depends on several factors, 

such as: 

1. Topicality of the content 

2. Length of the document 

3. Presence of external sources of checks, especially 

in the case of articles submitted to scientific 

journals 

4. Intended audience 

The introduction of specific templates for different 

types of documents and a revised Standards and 

Guidelines have helped authors/researchers and 

those involved in the Review Process significantly. In 

order to understand the editorial requirements better, 

all authors are also requested to provide the CPE team 

with the following details, in the form of a Publication 

Information Form: 

¶ Name/s of author/s 

¶ Abstract 

¶ Type of document 

¶ Intended audience 

¶ Publisher – Newspaper/scientific 

journal/CSTEP/Funder  

Conclusion 

The organisation, as a whole, works towards ensuring 

that this Review Process is followed. It has helped 

CSTEP improve the quality of the content it produces, 

significantly, a fact that is being acknowledged by 

several external well-wishers and stakeholders. It is 

not only packed with appropriate content but also 

visually appealing. 

It has also helped researchers to mould the way they 

think in a more logical and structured manner. They 

have learned to appreciate the different expectations 

from different groups of audiences, thereby serving 

Version 3: Proofreading Process 

After incorporating the 
changes, the final version is 

sent to CPE team for final sign-
off. 

CPE team reviews v3 and sends 
it to the author to incporporate 

changes (also sit with the 
author during this process, if 

required) 

Version 2: Technical Review conducted by a designated 
reviewer to ensure accuracy, relevance and readability 

The author 
incorporates the 

feedback and 
submits version 
(v3) to CPE team 

The author/s works 
with the technical 

reviewer either 
through email or a 

meeting 

CPE  team sends v2 
for technical review 

Version 1: Will be reviewed for readability, logical flow, 
grammar, consistency, quality and presentation 

The author sends  
v2 to CPE team for 

technical review 

CPE team reviews v1 
and sends it back to the 

author to incorporate 
changes suggested and 

save as v2 

Author sends a 
complete 

version (v1) to 
CPE team 
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information demands better. This process has become 

an agent of cohesion, much like punctuation marks, 

and its benefits are helping CSTEP project an image of 

credibility, objectivity, professionalism and honesty.  

Journey of Information Design 

Bhawna Welturkar 

Graphic Designer, CSTEP 
 

It sounds interesting when we talk about sharing 

information in the form of posters. But the process of 

creating Information Design needs a thoughtful 

approach. While doing my first information design 

project I followed a process to create simple yet 

impressive illustrations. To make this easy to 

understand let me take you through the process.  

There are a series of activities which includes not only 

designing but a combination of research and ideation. 

So the process includes Define, Info Gathering, 

Information Processing and sequencing, Design and 

Development, Feedback and Final Deliverable.  

 

 

 

Defining the problem statement  

This is also known as design brief and can be created 

keeping in mind the audience or client. When a client 

provides a list of requirements, making a design brief 

becomes easy. For example, one of the design brief 

received was, ‘To design and develop an Information 

design showcasing Solution for Sanitation issues in 

India’ 

Gathering Information  

Data is the basic requirement to start ideating the 

required infographic. This data is important to 

understand the context, identify the problem area and 

scale of the research. This gathering of information 

could be useful (directly or indirectly) and hence 

collected in form of reports, presentations, articles 

and online surveys. These should be further 

supported with evidence from news links, statistical 

data, published survey results and government 

websites. 

Inform ation Processing and Sequencing 

This is the most critical stage of Info Design when 

information has to be put in a hierarchical structure 

and decide the usage in the layout.  

It becomes difficult to process and mine when data is 

tremendous. At this stage data can be broken into 

groups and a sequence can be made as illustrated 

below:  

Target Audience: There should be an analysis done for 

target audience specially when there is technical 

audience involved. This will result in persona of 

audience. Persona is made by identifying age group, 

professional background, knowledge level, expertise 

and suitable technology for engagement. This persona 

will help making decisions in further stages.  

Design and Development 

Once the data is processed it has to be arranged in the 

layout. Data groups created should be laid with 

different scales according to hierarchy. During this 

stage the layout might undergo iterations. The first 

draft can be done by sketching layouts on paper and 

making overlays over it by using tracing sheets. These 

designs are then rasterised by scanning sheets and 

digitised by using software like Photoshop or 

Illustrator. An Illustrator is a better software to use as 

it produces vector images which can be scaled to any 

size.  

Feedback and Final Deliverable 

Once the first draft of the design is completed it is 

shared with the requester for feedback. Typically, 

domain experts give suggestions on technicalities of 

the subject while general audience provide feedback 

with respect to basic understanding of the domain. 

Technical and generic suggestions should be noted 

and understood for incorporation. There should be at 

least two feedback sessions after each revision made. 

This will lead to an output with all aspects of 

information design.  

CSTEPs Story  

This process was prototyped while participating in a 

competition. The task was to create an Information 

Design on the basis of empirical data to cast light on 

current problems on urbanisation process. I picked 

one of the research studies on sanitation from CSTEP 

which was eligible under Digital City criteria of 

competition.  

There were three sets developed and designed- 

Issues, Proposed Solution and Expected impact. 

The first set presented an 

overview of the problems 

in sanitation system in 

India. This was supported 

by statistics of improved 

sanitation, water pollution, 

disease to name a few. The 

data was then placed in a 

hierarchy by its importance 

and weightage like open 

defecation is the major 

issue and placed centrally 

while improved sanitation, and challenges are the 

supporting information.  

The second set showed ‘Think Systems Think Options’ 

as the solution to this problem along with a 

conceptual framework, tool module and indicators. 
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This section provided a gist 

of the complete research, 

factors involved in the 

analysis and identification of 

various sanitation systems. 

Information was placed in a 

sequence to gain a better 

understanding. Since the 

solution was technical the 

sequential information 

required to catch hold of not 

only the target audience but also gives an overall 

picture to other audience.   

The third set runs through this 

tool and shows the impacts of 

using this tool. Thus the 

information was kept very 

minimal to highlight each 

element and points mentioned 

in it. The idea of creating this 

set was to get hands-on-

experience of the tool. To 

achieve this QR codes were 

included on top of each screen 

through which one can scan and get onto the actual 

tool.  

These designs were showcased to the CSTEP research 

team working in sanitation and other members at 

CSTEP. It went under iterations in levels of detailing 

and content. At the end it resulted in an outcome of 

Information Design for almost 90 percentile audience.  

The journey to this product was a first attempt 

towards Information Design and the feasibility of the 

process was tested through competition. There were 

challenges throughout and also learning like team 

work, interaction with technical researchers, 

convincing every audience and analysing target 

audience. To see these posters click here  

This information design was submitted to ARCH+ 

Planetary Urbanism competition and was recognised 

as one of the winning entry. To read the jury 
comments click here. 

Shaping Data for Management 

Bhavna Sharma 
CPE-Associate, CSTEP 

 

A good database management system ensures quick 

accessibility, reliability, and timeliness of procuring 

data. It is a method by which the required data is 

acquired, validated, stored, protected, and processed 

for various disseminations. 

Often many organisations find it hard to response or 

react to information that has been cited by a policy 

maker. This is more relevant for Think Tanks, who are 

often engaged with policy decision making processes 

or with a policy maker to try and suggest feasible 

solutions for complicated matters. Database 

management should become an integral part of a 

communication strategy of an organisation/Think 

Tank.  In some organisations, there is often a person 

or a communication team who are primarily 

employed to manage communication strategies and 

also to engage with policy makers. Since they have 

focused tasks and relevant experience, they are able 

to unpack information to suit an audience. 

Several research organisations produce different 

types of outputs which are required by various 

audiences/stakeholders. Mostly, some of the 

data/information is required for reference or for 

expanding a research study. Also, several 

organisations have different audience who require 

information for various reasons. For example, a senior 

researcher may need information for reference; the 

Head of an organisation/Think Tank may want a 

specific type of information. However, this activity 

takes longer since information/data may not be 

stored appropriately.   

 
Source: https://vwo.com/blog/anatomy -perfect-checkout-page/ 

A simple method to store information is by assigning 

an appropriate folder and file name helps retrieve 

information for various audiences quickly. At CSTEP, 

we follow the methodology mentioned below to 

structure information: 

 

Assemble and Plan Data  

Organise data management as per the research 

requisite/organisational standards: 

¶ Collect data 

¶ Plan for data management 

¶ Keep in mind the various consumers 

¶ How to organise data within a file?  

¶ How will it be accessed? 

Collect and Check Data 

Collect data to ensure its re-usability. Methods and 

documentation should be considered carefully: 

¶ Create a template to collect data.. For example 

having a template which primarily captures the 

various events attended by a staff. 

¶ Perform basic quality assurance and quality 

control on the data during data collection, entry 

and analysis 

¶ Check the format of the data to maintain 

consistency across the data set for example type 

of document, file name etc. 

¶ Identify missing evidences 

Identify an Appropriate Repository  

Identify a data repository that is most appropriate for 

the data you will generate and for the group of people 

who will access this information. For example, 

Pyramid & Database Management System (DMS), 

internal systems which provides access to different 

groups for a particular type of information. 

http://cstep.in/uploads/default/files/publications/stuff/3c419fa35c030c0c2ef5714e0b8c61de.pdf
http://www.archplus.net/home/planetary-urbanism/results/288,0,1,0.html
https://vwo.com/blog/anatomy-perfect-checkout-page/
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As files are created, a data preservation plan is 

implemented that ensures that data can be recovered 

in the event of file loss (e.g. storing data routinely in 

different locations). 

Importance of Data Management  

A good-quality data management is required for a 

research organisation, as it facilitates an efficient 

research process, evasion of data loss and benefits of 

data reuse. 

Data management for a research organisation will 

help:  

¶ Meet the requirements of funding agencies or 

stakeholders 

¶ Accelerate the scientific process; saving time and 

resources in the long run 

¶ Use or re-use the value, the uniqueness, and the 

importance of data 

¶ Ensure that research data and records are 

accurate, complete, authentic and reliable 

¶ Ensure research integrity and replication 

¶ Increase research efficiency 

¶ Enhance data security and minimise the risk of 

data loss 

¶ Prevent duplication of effort by enabling others to 

use the data 

 

 

 

 

Key Benefits  

Improve Efficiency: If data is managed well, it saves a 

lot of time spent on errors.  

Restoration of data: Data is a major asset for any 

research project, backup, recovery procedures and 

data-handling procedures ensures that data is never 

permanently lost. 

Accessible with easy navigation: By saving data in 

appropriate folder and file name, ensures easy access. 

Challenges 

While there are benefits, one needs to overcome 

challenges too. 

¶ Time consuming 

¶ Involves regular follow-up with researchers 

¶ Establishing an organisation-level system for data 

management 

¶ Categorising folders and files for easy navigation 

Conclusion 

For a research organisation, research data is 

important and expensive because, they are the output 

of intellectual research processes. Research data are 

the crucial part of the evidence which is required to 

assess research results, and sometimes to restructure 

proceedings and processes used to generate them. 

These data should be gathered and compiled into 

sections, so that it can be easily accessible for re-use 

and also address new and challenging research 

questions. Lack of proper data in an organisation, 

greatly diminishes the value. To enhance the value of 

data management, new approaches are required to 

manage and provide access to research data. 

A strong and well-structured document management 

system will always serve the purpose of being the first 

organisation to react to an issue or to respond to a 

query from a policy maker.  

Thinking Strategically to ‘Catch’ the 

Media’s Attention 

Arushi Sen 

Senior Communications Officer, CSTEP 
 

Excerpts from an article about the important role played by 
the traditional media for a Think Tank; published by 

Onthinktanks on May 8, 2015. The full article is available 

here. 

The word ‘media’ is the plural of medium, implying a 

conduit of transportation. However, from a Think 

Tank’s perspective, the news media plays two roles, 

that of an audience and a medium of communication. 

It is important to keep both in mind when planning 

media strategies for research communication. The 

news media, first and foremost, plays the role of an 

audience for a Think Tank, and they form a very 

important audience group. That is because they play 

the role of a vehicle that further disseminates a piece 

of research communication they receive from a Think 

Tank to a wider audience. 

 

While attempting to catch the news media’s attention, 

the first step would be to conduct an audience 

analysis so as to understand their characteristics as an 

audience group. Some of the key categories of analysis 

to include should be: 

¶ Understanding the organisational structure of the 

news media 

¶ Identifying specific positions within this 

organisational structure, especially important 

audience members, such as Op-ed editors, Chief 

reporters, beat reporters, etc. 

¶ Putting names and faces to these different 

positions in different media houses 

While writing an article for the news media, such as 

an Op-ed, it is important to ensure the relevance of 

the topic for the general public because the news 

media serves the interests of this particular audience. 

URL: http://onthinktanks.org/2015/05/08/catching-the-

medias-attention/ 

 

http://onthinktanks.org/
http://onthinktanks.org/2015/05/08/catching-the-medias-attention/
http://onthinktanks.org/2013/09/19/think-tanks-and-their-key-audiences-what-do-they-have-say/
http://onthinktanks.org/2015/05/08/catching-the-medias-attention/
http://onthinktanks.org/2015/05/08/catching-the-medias-attention/
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Intern Speak 

 

Interview 

 

Murray Culshaw 
Founder Chairperson, India Cares 

 

Ȭ(ÁÖÅ ÙÏÕ ÔÒÉÅÄ ÔÏ ÄÅÓÃÒÉÂÅ ÔÈÅ ÉÍÐÏÒÔÁÎÃÅ ÏÆ ÁÉÒȩȦȭ 

)Î ÔÏÄÁÙȭÓ ×ÏÒÌÄ ÏÆ ÐÒÏÆÅÓÓÉÏÎÁÌÉÓÍȟ ×ÈÙ ÉÓ 

communication important?  

To turn back to my title which I believe 

communicates the importance of communication. 

Communication is no more an ‘add-on’ to institutional 

or organisational entities. It is the life-blood enabling 

growth and impact. Because it is all this and more… as 

the air we breathe (or the terrible quality we are 

forced to breathe!), we can no longer take our 

existence for granted. If we don’t care for our air and 

protect air – we die. If we don’t care for what our 

organisations communicate – our organisations – die. 

What is your general experience with Civ il Society 

/ÒÇÁÎÉÓÁÔÉÏÎÓ ÏÎ ÔÈÅ ÍÁÔÔÅÒ ÏÆ ȬÃÏÍÍÕÎÉÃÁÔÉÏÎȭȩ 

Civil Society Organisations, of all shapes and sizes, or 

all persuasions and motivations, have been and still 

are, slow to understand the importance of 

communication. The business and corporate sector 

have more obviously understood the importance. The 

small store at the end of the street stays open 24 x 7 – 

to communicate it is there at any time of the day or 

night to meet a need; the big corporate will sponsor 

the Olympics, or the IPL, to remind millions of us that 

they continue to exist and that they want our 

patronage.   

At one level communication is ‘common sense’; at 

another level it is highly ‘professional’ investment 

aided by the brightest and best advertising agencies in 

the world. Within Civil Society Organisations we do 

not apply ‘common sense’. Try phoning almost any 

national or international organisation on a Sunday, or 

Holiday – and see the response you don’t get! And we 

certainly don’t hire the best advertising agencies in 

the world, because we can’t afford them… which is 

true! 

An example of communication successfully being 

used by a Civil Society Organisation. 

An increasing number of Civil Society Organisations 

are successfully utilising communication. To give just 

one example: Take ‘Greenpeace’.  Greenpeace has a 

very particular style of public high-profile advocacy 

approach to raising issues which gets their cause and 

name into the media and known to a large section of 

the public. While the Government or we as individuals 

may not like what they do, or the way they do it, their 

style, which most certainly includes the way they 

communicate, has built a global support base. No 

Government in the world; no company, especially the 

big companies, can ignore them… and since the 

government in India started to ‘crack down’ on 

Greenpeace their support base has gone up! 

 

$ÏÅÓ ÁÎÄ $ÏÎȭÔÓ ɀ the tip of an iceberg!  

1. Do realise that everything about an organisation 

is an integral part of ‘communication’. 

2. If a Board is all ‘male’ or all ‘female’ – what signal 

does that send? 

3. If the name of an organisation is so complex that 

no one can remember it – no one will remember 

it! 

4. The person who answers the telephone must be 

able to speak in a courteous manner. 

5. Staff must have the skills to represent the cause of 

an organisation; and be able to speak confidently 

about the organisation and of the work in small, 

and ideally in large, groups. 

6. Printed material must be appropriately produced 

to reflect an organisations size, impact and 

readership. There are professional groups now 

who have sympathy and understand of 

communication needs of Civil Society 

Organisations – seek them out. 

7. Social media is now a whole new form of 

communication… we all have to learn what to 

say… through what channel… in what manner; it is 

a challenge we all face. It’s tough with 

technologies changing so fast to keep up, we have 

to try. 

8. We do need to recruit staff with specialist 

communication skills. People committed to our 

cause who are able to write and speak well to the 

audiences we wish to address. These people are as 

a important as a cause specialist. Their skills must 

not be put into a pigeon-hole; they must infuse the 

whole organisational culture – as does 

Accounting. 

9. We know about financial audits; we even know 

about Internal audits, but do we know about 

‘Communication audits’?  We must learn and we 

must build them into our organisational 

management systems on as regular basis. 

  

 

Sanjay Yadav 
Pursuing M.E., U.V.C.E., Bangalore 

“I am very thankful to CSTEP, for giving me an 

opportunity to work with a brilliant team of great 

minds. Work experience at CSTEP has widened my 
knowledge and sharpened my skills. This is an extremely 

energetic organisation, which has encouraged and 

motivated me to dream more and achieve more.” Murray believes Civil Society Organisations are key 

players in building the just world we all wish to live 

it.  His focus is to encourage organisations to 

communicate their work to build broader public 
understand of the issues facing society while at the 

same time building financial support for the range of 

wonderful work being done.  Among other roles, 

Murray is Founder Chairperson of India Cares 

www.icfn.in  which provides encouragement to Civil 

Society Organisations to engage society.  Murray lives 

in Bengaluru. He can be reached through: 
murray@icfn.in  

http://www.icfn.in/
mailto:murray@icfn.in
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For more information, click on: Journal articles, Newspaper articles, Events. 

Key Events at CSTEP 

Consultation workshop on Renewables and 
Nuclear Power 

Roundtable on Harnessing Waste Heat 
Recovery in Karnataka 

Training workshop on Writing for the 
Social Media 

Interactive Workshop on IEA - 
India Energy Outlook 

Workshop to discuss “What Is Your 
Organisational Story?” 

Play staged in Kannada 

óCarbon Cakeô 

 

http://cstep.in/publications/journal-articles
http://cstep.in/pressroom/newspaper-articles
http://cstep.in/outreach/events

