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PowerPoint 

presentation
Handout 2: Document design

Unit 318 (B&A 57): Principles of business 

communications and information 
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Different types of document

• Letters, correspondence

• Reports, proposals

• Minutes, agendas 

• Forms/invoices

• Newsletters, brochures, leaflets

• Posters, notices
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Software for document design

• Word processing

• Desktop publishing

• PowerPoint
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Letters

Must be clearly structured with the detail 
of whom it is for, the date and the 
content well presented.  

A well-structured letter requires:

• an introduction

• main content 

• summary. 

‘House style’ sets out the layout and 
style of documents, the font size and 
style to be used and the stationery and 
templates.  
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Example letter
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Memos

Internal documents that are sent to one or 

more members of staff. 

Some staff are direct recipients of the 

correspondence while some are copied in.  

Some memos are very formal.

Shorter, more informal notes are gradually 

being replaced by email. 

There is no need to sign a memo.
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Example of memo layout

M E M O R A N D U M 

To Sally Dobson From Steven Carter

Date 5 December 2008 Ref JC/ie

VISIT TO CHINA

Confirming the dates of the China trip as 8–15 October.
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Reports and proposals

Reports for sales, progress, performance.

Proposals for projects, business plans, spending.

Reports will be on a particular subject and the content will 

need to be researched thoroughly.  

Requires clear structuring with the purpose and summary 

of the content at the beginning.  

The content needs to be clear and easy to follow – good 

use of bullets, headings. 

All references and sources of information should be noted.  
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Report structure

Title page The title of the report with the name of the person who wrote it and 
the date. 

Contents page Not necessary if the report is short; useful to list the paragraph 
headings and the pages on which they appear if report is long.

Terms of 
reference

Gives the background to the report – why it was written and what it is 
about, eg To report on filing equipment as requested by S Jones, 
Manager on (date).

Procedures Explanation of the steps taken to gather the information.  

Findings Make sure your report progresses logically from one point to the 
next, with headings for each section.

Conclusion Sum up the findings of the report.

Recommendation On the basis of the information in Findings and Conclusion, 
make recommendations for action (or perhaps for no action).  
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Example report layout
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Forms

Tables can be used in word processing to 

make effective forms.

Most word-processing software has the 

facility to add check boxes and drop-down 

boxes for completing online.

Check space is adequate for intended 

information.

End use – online or 

printed copy?
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Brochures, leaflets, newsletters

• Number of columns

• Integration of graphics

• Contents table

• Fonts and heading sizes



Level 3 Diploma in Business Administration

© 2014 City and Guilds of London Institute. All rights reserved. 13 of 16

Itineraries

• Itemise details of a trip, eg  

dates, destination and 

names of those involved.

• Arrangements are listed in 

date and time order.  

• The 24-hour clock is used 

for times.
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Health and Safety Committee Meeting

31 March 2014 at 3.00 pm in 

Conference Room 1

AGENDA

1 Apologies for Absence

2 Minutes of last meeting

3 Matters arising from last meeting

4 Fire extinguishers

5 New hazardous substance regulations

6 Floor covering in upper corridor

7 Any other business

8 Date and time of next meeting

standard items

standard items

Agendas



Level 3 Diploma in Business Administration

© 2014 City and Guilds of London Institute. All rights reserved. 15 of 16

Minutes

• Heading 

• Details attendance

• Follows agenda

• Numbered points
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Design checklist

Accurate text

All content included

Page numbering/headers/indices

Graphics and illustrations

References

Page breaks


