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What’s a brilliant annual report? 

• Compliant 

• Open and accountable 

• Externally-focused 

• Interesting 

• Targeted 
(to your audience – not the judging panel) 



Who’s responsible for your annual report? 
(Who drives it?) 

• You 

• A team 

• A boss 

• Not really sure 



Why are you producing an annual report? 

• It says so in the Act 

• It’s my job 

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

• To win a Lonnie Award 



What do you put in your annual report? 

• Same as before 

• Whatever I’m given 

• Depends on our year (or the branch?) 

• Structured content according to our plan 

• Some or all of the above 



How do you produce your annual report? 

• I do it by myself (or with other colleagues) 

• I do it with my team 

• Multiple teams work on different aspects 

• It’s outsourced 



What else can you do differently? 

• Re-read the annual reporting framework 

• Look at other successful annual reports 

• Read the judges comments from past awards 

• Change your perspective 



Annual Reporting 
Tips and Tricks 



“Lonnie Awards” wins 
2014 Gold Award 

 



1.  Planning phase 

• Annual reporting framework –  
Public Sector Commission 

Tip: 

 Ask someone to help 
you understand the 
framework. 



1. Planning phase 

• Vision Australia  



1. Planning phase 

• Disability Services Commission  



1. Planning phase 

Tip: 

 Checklist 

 Add your own 
pages and start 
your own list 



Challenges: 

 Finish report on time for tabling 
 Design something different and fresh 
 Corporate colours – goldish brown & blue 
 Coordinate contributions in an  

election year – all staff so busy 
 Report on KPI 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 

 

1. Planning 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 

2. Content phase 

Tip: 

 Send email to content contributors 



2. Content phase 

My folder structure: 

2014 Annual Reporting 

  Content 

  Working  

  Graphics 

  Correspondence 

  Final – Print and Online 



Wearing many hats, I become the: 

• Editor 
 request for more information 
 make small changes 
 making sure the content flows 
 choose titles and headlines 
 correct house style 
 spelling is correct 

2. Content phase 



Wearing many hats, I become the: 

• Graphic designer  
 artwork and illustrations 
 photographer  
 typography 
 charts and graphs 

 

3. Design phase 

Tip: 

 iStockphoto 



What I look for: 

 layout 
 use of graphics and photos 
 colours  
 fonts and headings 

 
 

3. Design phase 

Tip:  

 White space 



3. Design and Layout 

Aware of Style Manual  

 advice on how to plan 

 undertake and evaluate a  
publishing project 

 general practices for electronic  
publishing 

Trick: 

 Everything you need to know. 



‘Publishing’ philosophy ­–  

KISS 
Keep It Simple Stupid 

as a design principle. 
 

 

 

 

 

3. Design and Layout 

Trick: 

 Landscape is easier for online reading 



Format: 

 Word   InDesign  

 

 

 

 

 

 

 

3. Design and Layout 



3. Design and Layout 
What to look for proofing your final report: 

  Proof reading 

 Quality control 

 

 

 

 

 

 



Final copies: 

  Print version for tabling in Parliament 

 Online version for Commission’s website 

 

 

 

 

 

 

4. Final documents 



Tips: 

 Ask for help understanding the Annual 
reporting framework 
 

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

 Create a checklist  
 

 iStockphoto  
 

 

5. Summary 



Tricks: 

 Use the Style Manual – 6th edition for advice 
on producing publications 
 

 Keep the design simple 
 

 Landscape is easier for online reading 
 

 

 

 

5. Summary 



www.ipaa2014.org.au  @IPAA_2014 

http://www.ipaa2014.org.au/


For more information on 

events or training visit:  

www.wa.ipaa.org.au 
 




