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Today’s theme… 



Help yourself 
• Pre-planning  

• Don’t reinvent the wheel – just improve on it 

• Look at winning reports 

• Know your guidelines and model statements 

• Trust others – let go when you need to let go 
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Help your team 

• Clearly articulate roles 

• Have milestones 

• Regular progress reporting 

• Trust your team to do what they’re meant to do 
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Simple, clean and 

to-the-point. 



Help your agency 

• Know what you’re trying to convey  

– what are your key messages? 

• Do you have a theme? 
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2009-10 Theme: 

‘Not just a bunch of 

bean counters in 

suits’! 



Help your audience 
• Know your audience   

– clearly establish who you are writing this for 

• What do they want to know? 

• Tailor information accordingly 
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Snapshot information – 

novel and easy to 

digest. Doubles as a 

secondary contents 

page. 
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Visual aids – easy to 

digest and helps to 

break up the text 



Help your readers 
• Snapshots 

• Case studies 

• Plain English 

• Guides, tools, tips..! 
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Snapshot 

information for the 

reader – what is the 

takeaway message 

from each key page? 
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Give life to your 

report – using 

people and case 

studies help the 

reader to relate to 

the information 



Help your online viewers 
• Easy access  

– obvious location on website 

– Accessibility guidelines 

• Lots of links 

• Options for navigation 
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Flip 

page 

buttons 

Hyperlinks 

Book

marks 



Help yourself (again!) 

• Debrief – continuous improvement 

• Take a breather   

– help yourself stay sane! 

• Set the wheels in motion  

– Summaries, photos, events… 
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