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What’s a brilliant annual report?

e Compliant

Open and accountable
Externally-focused
Interesting

Targeted
(to your audience — not the judging panel)



Who's responsible for your annual report? El
(Who drives it?) —

e YOU
e Ateam
e A boss

e Not really sure




o

Why are you producing an annual report? A=

e |t says so in the Act
e [t'smy job

e To demonstrate the accountability of our
organisation to the wider community

e To win a Lonnie Award




o

What do you put in your annual report? T

e Same as before

e Whatever I’'m given

e Depends on our year (or the branch?)

e Structured content according to our plan
e Some or all of the above




o

How do you produce your annual report? A=

e | do it by myself (or with other colleagues)
e | do it with my team

e Multiple teams work on different aspects
e |t's outsourced




What else can you do differently? :

e Re-read the annual reporting framework
e Look at other successful annual reports

e Read the judges comments from past awards
e Change your perspective
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1. Planning phase

e Annual reporting framework —
Public Sector Commission

Tip:

Annual reporting framework

v' Ask someone to help

- -
-

you understand the s epon
framework. v Tlp




1. Planning phase
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1. Planning phase

e Disability Services Commission

o or . - Other langusges
Home | About us | Jobs | Refor s supports and elibilly | Undarstanding disablity WA Government sesrch

Individuals, families Disability service Business

and carers providers and government

Disability Services Commission

The Commission works in parinership with service providers and other

government departments to provide information. supports and services to For individuals. families and carers
people with disabilty, thei famibies and carers
» Accessible places « Planning
o Families and carers e Stories about a good life
o Housing * Work and training
o Life stages

Supportin your local area &

For service providers ® Services, supports and
* Contract information eligibility ®
Here youll find informaton on
« Guidelines and policies
senvices, funding and eligibilty.
Consumer satisfaction Understanding disability ® Reform ®

survey .  Disability justice centres

 History of disability services o sector

Consumer National
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satisfaction for Disability
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Useful links Other languages
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1. Planning phase

Appendix A — Annual report checklist

Principles for reporting

[ ]
[ ] Quality of information
. Q  The report's content reflects all relevant information, not just generalisations or

‘good news’

O The report enables the reader to understand the agency's purpose, services and
performance.

L] O An appropriate explanation has been provided where there is no response to a
e C I S t particular reporting requirement.

Presentation
0  The costs of producing the annual report have been minimised

O  The promotional document (if required) is a separate document that does not
replace the annual report.

v Add your own

The report is:
Q  Clear and concise
O  Easy to read and understand

ages and start
our own list

O  The format is logical and easy to follow
0  The report provides a table of contents




1. Planning phase

Challenges:
v Finish report on time for tabling
v' Design something different and fresh
v Corporate colours — goldish brown & blue
v' Coordinate contributions in an

AN

election year — all staff so busy
Report on KPl outcomes



1. Planning phase

What can go wrong:

Content not on time

Financials late, waiting on auditor sign-off
Not prepared

No design

Not understanding requirements

NN X XX




2. Content phase ==

Content coordinator ‘hat’:

collect content from all contributing staff
start choosing appropriate photos & images
artwork template done

confirm financials spread sheets deadline
set-up electronic folders for content

T
v Send email to content contributors

NN X XX

Tip:




2. Content phase

My folder structure:

2014 Annual Reporting

v

NN X X

Content

Working

Graphics
Correspondence

Final — Print and Online

E=N(EEE =58

@Q;—I « Publi.. » 642.. »
Organize +  » = O @

-~

~f

Mame

1 2014 AR Framework

2 2014 AR Content from staff
3_2014 AR InDesign Working
4 2014 AR Graphics

5_2014 AR PDF Print

6_2014 AR PDF Online

71_AR Correspondence

111

7 items

v |




2. Content phase

Wearing many hats, | become the:

e Editor

DN NI NI NN

request for more information
make small changes

making sure the content flows
choose titles and headlines
correct house style

spelling is correct



3. Design phase

Wearing many hats, | become the:

e Graphic designer

artwork and illustrations
photographer
typography

charts and graphs

SN X KX

Tip:
v’ iStockphoto




w
=

3. Design phase

What | look for:

layout

use of graphics and photos
colours

fonts and headings

SN X KX

Tip:
v" White space




3. Design and Layout

Aware of Style Manual
v advice on how to plan

v" undertake and evaluate a
publishing project

v’ general practices for electronic

publishing
Trick:

v’ Everything you need to know.

ar

Style manual




3. Design and Layout
‘Publishing’ philosophy —

KISS

Keep It Simple Stupid

as a design principle.
Trick:

v’ Landscape is easier for online reading v Trick




3. Design and Layout

Format;

Word InDesign

Contents |Previous | Next

Report on Operations - Outputs and Results Areas

Output 1 - Election Management

State General Election

Writs for the 38th Westem Australian State general election were
issued on 6 February 2013 by His Excellency the Govemor. This
was in accordance with legislation introduced in 2011 to fix polling
day as the second Saturday in March every four years, in this case
9 March 2013.

The writs instructed the Electoral Commissioner to proceed with
elections in all Legislative Assembly electoral districts and
Legisiative Council electoral regions. These elections were to be
run using the electoral boundaries published in October 2011.
The writs allowed for 31 days to polling day.

In terms of the election outcome, the incumbent Liberal-National
Government was re-elected with an increased majority. The closest
Legislative Assembly seats were Midland and Collie-Preston, both
won by the Labor Party by 24 and 56 voles respeciively.

Two comprehensive reports covering the 2013 State general
election and providing detailed resuits information will be published
by the Commission and tabled in State in the final
qumerarzma Detailed district and region resuils stafistics are
also available from the Commission website at

www elections.wa.gov.au.

Election Logistics

‘About 1.4 million electors were eligible to vole at the March SI!IB general
election. They were serviced by 794 ordinary polling places withi

Westemn Australia on election day, as well as 79 early voting centre in WA,
interstate or overseas. In addition, mobile polling teams visited 246 spenld
institutions (eg hospitals and nursing homes) and 83 remote locations

(eg Aboriginal communities and mine sites).

“The Commission recruited and trained over 7,500 casual polling staff to
issue votes and facilitate polling, as well as a further 1,200 staff to work at
the vote processing and counting centre at premises in Perth's central
business district.

Given the need to offer early and absent voting as well as ordinary voting
at polling places across the State and beyond, the Commission produced
6.75 million ballot papers, 9,511 voting packs containing electoral material
and instructional manuals, and 250 cubic metres of cardboard for polling
screens and ballot boxes.

Annual Report 2012 ~2013 | Westem Australian Electoral Commission
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Report on Operations - Outputs and Results Areas

Output 1 - Election Management

State General Election

Wiits for the 39th Western Australian State general election were
issued on 6 February 2013 by His Excellency the Govemnor. This was in
accordance with legislation introduced in 2011 to fix polling day as the
second Saturday in March every four years, in this case 9 March 2013

The writs instructed the Electoral Commissioner to proceed with
elections in all Legislative Assembly electoral districts and Legislative
Council electoral regions. These elections were to be run using the
electoral boundaries published in October 2011. The writs allowed for
31 days to polling day.

In terms of the election outcome, the incumbent Liberal-National
Govemment was re-elected with an increased majority. The closest
Legislative Assembly seats were Midland and Collie-Preston, both won
by the Labor Party by 24 and 56 votes respectively.

Two comprehensive reports covering the 2013 State general election
and providing dstailed results information will be published by the
Commission and tabled in State Parliament in the final quarter of 2013
Detailed district and region results statistics are also available from the
Commission website at www.elections.wa.gov.au

Aanual Report 2012 - 2013 | Westem Australian Blectoral Commission

Election Logistics

About 1.4 million electors were eligible to vote at the March State
general election. They were serviced by 794 ordinary polling places
within Westem Australia on election day, as well as 79 early voting
centre in WA, interstale or overseas. In addition, mobile polling teams
visited 246 special institutions (eg hospitals and nursing homes) and
83 remote locations (eg Aboriginal communities and mine sites)

The Commission recruited and trained over 7,500 casual polling staff
to issue votes and facilitate polling, as well as a further 1,200 staff to
work at the vote processing and counting centre at premises in Perth’s
central business district.

Given the need to offer early and absent voting as well as ordinary
wvoting at polling places across the State and beyond, the Commission
preduced 6.75 million ballot papers, 9,511 voting packs containing
electoral material and instructional manuals, and 250 cubic metres of
cardboard for polling screens and ballot boxes.




3. Design and Layout

What to look for proofing your final report:

v" Proof reading
v" Quality control




4. Final documents

Final copies:

v Print version for tabling in Parliament
v Online version for Commission’s website




5. Summary
Tips:

v' Ask for help understanding the Annual
reporting framework

v' Send an email to all contributors and attached
the Annual reporting framework

AN

Create a checklist

v'  iStockphoto




5. Summary

Tricks:

v’ Use the Style Manual — 6" edition for advice
on producing publications

v' Keep the design simple

AN

Landscape is easier for online reading
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