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Introduction

For this part of my project | will be comparing 6 different documents from 3 different organisations. |
will have two different documents for each organisation. | have chosen a theme for my organisations
which is electricity companies. | coliected three leaflets and three letters from my three different
companies. | chose Atlantic Gas & Electric, British Gas and Ecotricity. These will be analysed
according to a set of criteria. The criteria are: purpose, content, layout, writing style, readability
{using the Flesch—Kincaid readability test) and presentational style. For the evaluation side | will look
at another set of criteria. These are: good points/bad points about writing style, good/bad points
about layout and presentation style, whether or not it is fit for purpose and also any improvements

that may need to be commented on.

After analyzing all six documents, | will then move on to compare all of my first type of documents
{leaflets) and then move on to compare all of my second type of documents (letters). After | have
completed this [ will then go on to an analysis of all of the company’s documents. From this analysis

a conclusion can be made.
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Atlantic Electric and Gas Leaflet {Document One)

This business document is o leaflet from an electric company called Atlantic Electric and Gas.

Purpose

The purpose of this document is to inform customers on how to save money cn their electric bills
and how they can reduce the amount of energy that they use which then in turn helps them keep
their carbon footprint to a minimum.

Content

This business document is very similar to other business documents that are also leaflets; it includes
pictures that relate to the subject and uses a continuous house style throughout the document. It
alsc includes a logo of the company and contact details should you wish to ring them. This decument
also has some extra content that is not needed but is there for the benefit of the customer. i
includes links to other websites and explains to you how they will help you save money in the future.
This shows that they care about their target audience. Additionally this document has small print on
the back.

Layout

Using an A4 page folded into two is a good layout to have for this leaflet because it enables pecple
to have scmething smaller te carry around with them compared to a flimsy A4 page without folds
that is easy to tear. This document is presented in a portrait orientation for this leaflet. However,
when you open it up it is presented in landscape. They use tables to layout their texts and they
always use just one column to present their information. Normal paragraph sizes are used.

Writing Style

Rheterical guestions make the reader think about the question in this leaflet, “Do you want to save
yourself some money?” is just one example for this. They use imperatives like “turn down your
water” that command you to do it and they always speak in a formal way to the reader. “Atlantic
Electric and Gas is a trading name of SSE Energy Supply Limited” is a good example of formal writing.
The sentences are reascnably long so this shows that it would be more aimed towards adults rather
than children, anyway children could not be paying for the electricity or gas themselves,

Technical words are used in order to make the sentences more complex for the anyone with a
reading age of 13-15. “Cavity wall insulation” is not known by some people and this would be a good
example of using technical words. However, even though they have used technical words and formal
sentences, there is an informal side to this leaflet as you get nearer the last sections. Informal words
like “We're here to help” and “Handy hints” show you that the idea of this document is to get across
the message that they want to persuade you to do tasks that would save you electric but also they
send across the message that they care about their customers,
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Presentational Style

The type face for this document looks to be Arial in a font size 12 for the main paragraphs. This
would be hard for some people to read and more impoertantly this may not comply with the laws for
people who are poor of sight and would need bigger text. They use a bold style for the headings so
that they stand out and enable you to skip to the area of which you want to read which in turn saves
time for the reader and makes it more efficient. Bullet points are used to make short and sharp
points and all of the text throughout this document is left aligned. Small margins are used to give the
effect of space and so does the white space that is [eft. Images such as the piggy bank and front page
image of a woman and her daughter are used tc catch the attention of the reader so that they can
then start to read the document.

Evaluation

Good points about writing style

Imperatives are a good point about this writing style. This is because it tells the reader what to do
and how to do it. An example of this would be “turn down your water”. Another example of this
would be “cut your energy by up to 36%”. There are also other good points on how they have made
this writing style good. The use of informal language is good especially when they use formal
language as well in the document because this gives it a good balance of persuasion and friendliness.
“Handy hints” is a good example of informal language and “for a full range of hints and tips log on to
our website or call us for more information” is an example of formal language.

Bad points about writing style

Even though | think that the mix of formal and informal language may be a good thing, it can also be
a bad thing because you will never really know who this is aimed at if it uses two different styles of
language. Additionally the quote “how else can we help you” makes it sound like a conversation
making this document seem more informal than it should be. [ think that the balance between
informal and formal is not right and should be altered so that it has enough of both aspects.

Good points about layout and presentation style

This document has a green theme which demonstrates that they care about our planet and it also
refers to the colour of money which is stereotypically green. This shows that they care about your
money and this links perfectly with the purpose of this document, to help you save money. The
picture on the front cover of a woman and her child with a washing line is a good presentational
style because they symbolise that this document will be appealing to both the young and old
generations which will in turn give them a bigger target audience. The red circle with the text
“energy saving hints and tips inside” is also a brilliant use of presentational style because it catches
your eye easily with the bright colour. It brings your attention to the text so that you know what the
purpecse of the document is without having big text on the front page telling you what this document
will be about. They use different colours to separate the headings from the text that are below
them. Green is used as a colour in the box around the headings on the inside pages when they use
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white text. This stands out and also contrasts the white background below with green and biue text.
Another good point about this document, in terms of presentational style would be that they use
boxes around the important information for the customer, such as phone numbers, websites and
ways to get tips and hints.

The logo ties in with the green theme showing that they care about your money. It is laid out with
the text in line which makes it locck professional. Also the symbol in the logo is simple and only two
colours, This shows that the company is not complicated. This gives the company a clean and tidy
look.

Bad points about layout and presentational style

| think that the picture on the inside right that goes over onto the inside left page is a bad layout
idea. It distracts you from the text on that page which is bullet pointed and is important statistical
information instead of a picture of a piggy bank and play blocks with save engraved on them.
Another bad point is that the small print is not visible which means the consumer may be under the
impression that it is in a very small foent so that they can be caught out by the company who created
the document — in this case Atlantic Electric and Gas. The bar of green colour along the bottom on
the insides pages is a bad presentational style | think. The way that the bar fades from green into
blue makes it ook like something that has not been cut off by the pecple who have produced these
leaflets in bulk. | think it looks toe similar to the colour scales they use in the industry which for me
looks unprofessional. Throughout the document they use a combinaticn of blue or green coloured
text for the paragraphs, and then when you get to the inside right page it changes to orange. This
shows that they have been inconsistent when this should have been blue or green like all the other
cotours of text in this document.

Does it inform customers on how to save money on their bills?

This document fulfils its purpose as it provides you with information on how you can contact them
to save money (“For a full range of hints and tips log on to our website or call us for more
information”}. It also suggest ways in which you can save (“A new ‘A’ rated boiler could save you up
te 35% on your heating bill”) which benefits the customer and also shows that they are informing
the customers of ways to save money. With these examples and statements that are in this
document | think that it achieves the purpose of informing you about ways to save and it also
persuades you to go onto the website to do so by providing you with the website and phone
numbers.

Improvements

| think that the sentence “Give us your most up to date meter readings” is too forward for the
reader. It seems too colloquial for this document. [ would rephrase it to “Help us generate more
accurate reports by supplying us with up to date meter readings” because this does not use the
words give us because it sounds demanding and an imperative that commands you it adds to the
effect. By changing it the sentence would seem not so forward and more appealing for the
consumers of this document. The bar along the inside pages at the bottom looks like a colour scale
from a printer from the printing industry making it not look professicnal and therefore not making
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the document as formal. As said before 1 think that the orange text on the inside right page of the
document does not make this document consistent because there is no orange text in any other
place of the document. This needs to be changed to green or blue coloured text. Additionally | think
that the piggy bank picture on the inside right should be kept over to the right hand page because it
comes across into the left page distracting you from the text that is important because it is short and
sharp because it is bullet pointed. Having the picture caming across detracts from the bullet points
making them less effective.

Atlantic Electric and Gas Letter {Document Two)

This business document is a letter from an electric company called Atlantic Electric and Gas.

Purpose

The purpose of this document is to reply to a customer’s comment about anything. This particular
letter discusses the energy prices that have been complained about. It is also designed to persuade
the customer to stay with this company instead of leaving for the competition.

Content

This business document is very similar to other business documents that are also letters. This means
that the document looks more professional and will folfow the conventions of a normal letter. It
includes a house style, a logo of the company and contact details if you wish to ring them about
something. It also is an A4 page without folds which is usual for this type of document and has few
headings and not many subheadings. This type of document usually has a signature and some text
telling you who signed it and also the date when sent. This document also has some extra content
that is not needed but is there for the benefit of the customer. It includes hard facts and statistics,
compariscens to other companies and a reference number for the letter that has been sent to the
customer,

Layout

Using an A4 page with no folds is a layout to have for this letter because it is the standard layout of a
letter. It is in a portrait orientation which is normal for this type of document and uses tables to align
the text which is justified. They use short paragraphs that range from two lines up to 5 line
paragraphs. All of the text in this document is in one column for ease of readability.

Writing Style

Long sentences are used in this document which shows you that this document is aimed at adults
and not children. This letter uses formal writing throughout the document like “pricing policy”. They
also use technical words which again would not be suitable for children. Examples of this would be
“pledged”, “wholesale” and “revised”. The aim of this letter is to impress the reader into thinking
that they are genuine, and do not really want to change their electricity prices. This is shown by “I'm
sorry” which sounds apologetic. This makes the document seem personal and gives the impression
that they care about their customers deeply. They refer to current affairs which show that they are
up to date with the economy and news in general.
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Presentational Style

The type face for this document looks to be Arial in a font size 10 for the main paragraphs. This
would be hard for some people to read and more importantly this may not comply with the laws for
people who are poor of sight and would need bigger text. All of the text throughout this document is
left justified to make it more presentable. They use a bold style for the headings so that they stand
out and enable you to skip to the area of which you want to read which in turn saves time for the
reader and makes it more efficient. Larger sized margins are used to give the effect of space and so
does the large amount white space that is left. The Atlantic Electric and Gas logo catches your eye
and therefore is a good presentational style. It also helps you identify easily who this letter is from.

Evaluation

Good points about writing style

The way that they talk to the customer in an impersonal way “Dear” shows that they care about the
customer and like to address them properly, making it a good point of the writing style. Also they
state clearly what the letter is about just from the second line by putting “RE” which means that they
are replying to a letter already sent to them before. They are apologetic to the read when they say
“I'm sorry” making it seem like they had no other choice and if they could they would have kept the
prices the same. Subheadings are used to help you get to the points that you want to read first
making it more effective and more efficient to read. Also bold text is used to highlight the key things
that they want you to read first such as “We’re here to help”.

Bad points about writing style

Even though | think that the mix of formal and informal language may be a good thing, it can aiso be
a bad thing because you will never really know who this is aimed at if it uses two different styles of
language. it tends to talk to the reader a lot and would be better if it was more formal. It is like an
automatic reply in the way that it written making it impersonal and making it seem like they do not
care. This gives the impression that this company runs in a Paternalistic style — meaning that they do
nat tend to listen to their customers feedback, and often just send them an automated reply to
make it seem as though they care. If they included a better balance of formal and informal language
then they would win over the customer.

Good points about layout and presentation style

This document has a green theme shows that they care about our planet and it also refers to the
colour of money which is stereotypically green. This shows that they care about your money and this
links perfectly with the purpose of this document, to help you save money but with the current
economic crisis they have had to increase their prices. The barcode near the top shows that is it
official and also the reference numbers support this idea that your letter is on record and matters to
them. The alignment of this document is good because the Dear and RE: are both aligned perfectly
like a letter should be and also the date at the top is still in line. To add to this idea, the signature
also lines up with all of the rest of the text making it a well laid out document. Phone numbers and
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important information are in bold so that they are easy to see for the reader, and a easy to identify
when all you want is a number to ring. The paragraphs are also not very long so that they make it
ook good on the eye making it more appealing as a document along with the white space that gives
the appearance of space.

Bad points about layout and presentational style

| think that the logo is not aligned with the date which makes it look unprofessional. This gives a bad
image and makes this letter look like something that has not been thought about properly. The
barcode is also indented on the line above making it not look aligned properly which again gives the
appearance of an unprofessional job.

Does it reply to a customer’s complaint and persuade them to stay with the
company?

This document fulfils its purpose because it provides you with information on current affairs and
how this is affecting their prices on electric which in turn persuades you by the use of hard facts like
“risen by 190%". It also talks in a personal and informal way (“I'm sorry”) but also a formal way
(“committed to a fair pricing policy”) which gives the appearance that they care and also want to do
the business side of it all. This persuades them to stay with the company. They suggest ways in
which you can reduce your electric bill and tips to save money which again shows that they care
about their customer’s bills and the importance of price rises and the effects upon the amount of
customers that will have electric from their company.

improvements

| think that they should use more informal sentences at the end of the letter to show that they really
care whether or you are having your electric with them. Also they should have a better bar of colour
than the one already used because it locks like a colour scale from a printer from the printing
industry making it not look professional and therefore not making the document as formal.
Additionally the bold heading “We’re here to help” distracts you from reading the paragraph of text
when that is more important. This should be changed back to just normal text without the added
bold style.
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British Gas Leaflet (Document Three}

This business document is a leaflet from an electric compeny called British Gas.

Purpose

The purpose of this document is to inform customers about how they deal with your complaints and
also to give you advice on how to contact them. It also includes details about independent articles,
which for this leaflet is their complaints system.

Content

British Gas’s Leaflet is much the same to other leaflets. it does this by including a colour scheme and
a continuous house style throughout the document. It includes a logo of the company on the front
page and is an A4 page folded in two to create a leaflet. They use headings and subheadings in order
to help you skip to the parts that you want to read. They alsc provide you with a step by step guide
when you have a complaint just like most leaflets include that alsc have complaints. However, they
have given the consumer extra details. This includes the contact details of the company if you wish
to ring them about anything. Additionally they have their own ‘promise’ and about they operate
which you do not normally see in a leaflet. A very good extra in this leaflet is that they provide the
ability to be in big print for people who have poor sight or are hard of hearing which complies with
the new laws about this.

Layout

A good layout for this leaflet would be having an A4 page folded into two. This business document
uses this layout. It is a good layout because it enables people to have something smaller to carry
around with them and for transporting it compared to a flimsy A4 page without folds that is easy to
tear. The orientation of this leaflet is portrait, but when opened out it changes into a landscape
crientation. They use tables to layout their texts and they always use just one column to present
their information. However, for phone numbers and addresses — anything do with contact details,
they always use two columns for this to save space for extra text. Medium sized paragraphs are used
because they give you a lot of information in each paragraph.

Writing Style

Long sentences are used in this leaflet in order to show that this leaflet is aimed at adults who want
to complain and they always speak in a formal way to the reader as shown by “We’re committed”. In
addition to the fact that children could not be paying for the electricity or gas themselves so it
should be formal language and aimed at adults. Technical words are used in order to make the
sentences more complex for the readers who want a challenge. “Circumstances”, “Compensation”
and “Head of complaints” are examples of what technical words can be found in the writing. These
words are used to make the document sound official and professional. This makes the customer feel
like they are being looked after well, when they read this document. This leaflet is also designed to
impress the customer and make them think that their complaints leaflet is really clear at telling you

all about it.
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In the sentences, they use the word ‘if’ a lot. Just on the inside pages | have counted fourteen times
the word "“if” as sentence starters out of a total of twenty one sentences. That is 66% of all sentence
starters! | think that they have used the word “if” too many times and therefore it makes it boring to
read. On the other hand, the repetition of the word “if” shows that they do not believe that things
would get that bad, and that they are much better than that. This shows that they have covered
every possible thing that could happen. This makes the reader feel like the company has control over
the complaints system. Headers are also used in this document to make it easier to read and to also
allow the reader to jump to a part that they find relevant.
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alignment and small margins are used throughout the document. White space is used to give the
effect of space. Headings are in bold so they stand out. This enables the reader to skip to sections
that they want to read, saving time. Tables align the text and images so that it looks more
professional. Also a picture is featured on every page in order to make it easier on the eye, despite
the small font size used. The picture of the house on a world refers to your house meaning the world
to them. They use this style of picture on every page showing that they are consistent.

Evaluation

Good points about writing style

Imperatives are a good point about this writing style. This is because it tells the reader what to do
and how to do it. An exampie of this would be “Go to www.consumerdirect.gov.uk”. There are also
other good points on how they have made this writing style good. The use of formal language is
good in the document because it would only be aduits that would be complaining and you would not
need to use much informal language. Subheadings help you skip to parts that you want to read and
also the use of bold to highlight websites and telephone numbers makes it easier again to locate
exactly what you want. The repetition of the word “if” is also a good writing style. This shows that do
not believe that it will get that bad down the complaint system so you do not really need to think
about that. This makes the reader reassured that their complaint wili be deaft with efficiently.

Bad points about writing style

Even though | think that the long paragraphs are good because they are aimed at adults, | also think
that some adults may not be able to read all of it. The Flesch—Kincaid readability test proved that to
be able to read it you need to be a well educated 13-15 year old student or a university graduate.
This shows that not all adults who left school at 16 years old would understand this leaflet. The
difficulty of this leaflet needs to be dropped so that everyone is able to read it therefore reaching
out to a larger target audience.

Good points about layout and presentation style

This document’s front cover catches the eye immediately with the blue background. It has a cartoon
of the people from British Gas smiling with headsets which give a good impression of the company.
The tables used to organise the text and images make the document look professional making it look
good. Also the phone numbers and important information is in bold which makes it easier for people
to locate the contact details when they want to phone the company. Paragraphs range from two
lines up to five lines long making it look good on the eye.

Bad points about layout and presentational style

I think that the picture on the inside left that goes over onto the inside right page is a bad layout
idea. It distracts you from the text on that page and is more important than a cartoon picture of a
house on the world. However this may be done purposely to show that the cartoon images spread
across all of the pages which make the document consistent. Another bad point of the
presentational style would be that the blue background on the front cover would take up a lot of ink
when printing in large guantities.
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Does it inform customers about how they deal with your complaints and give

them advice on how to contact them?

The leaflet gives you a step by step guide about what to do when you want to complain. This informs
you in a simple and very clear way. Also headings allow you to skip to what you want to read about,
allowing the reader to be informed on exactly what they want to know, making it much more
efficient. It is also in the size of A4 which is folded into four sections making it smaller and thus
making it more portable and easier to read so that the customer can carry around this small leaflet
about how they deal with complaints.

Improvements

The inside left picture should be changed so that it is perfectly in line with the fold line that would be
there. This would no make you distracted when reader the inside right page. Also | think that they
should use less white space on the front cover so that less ink is used to fill in the huge amount of
blue ink that would be used. | think that on the back page they should use a line around the table
that has been used to align the contact details. This would make the contact details stand ocut even
more and help it to catch your eye if you do have poor sight.

Page 20



G040 Strand A

British Gas Letter (Document Four)

This business document is a letter from an electric company called British Gas. It is an gnline bill
because they do not send out paper bills anymore due to cutting down on paper. They are shown to
care about the environment that we live in.

Purpose

The purpose of this document is to inform the customer about how much gas they have used over
the last three months. It is also designed to persuade you to pay the bill for the amount of gas that
you have used over the |last three months.

Content

This letter uses a continucus house style throughout the document. It includes a logo of the
company and is a on an A4 page. They use headings/subheadings to help you find your way around
the document. Additicnally they use tables to display statistics so that they are clear for the reader,
The tahiles show the gas usage of the customer. This can then be compared to your recent gas bills.
They also provide a help and advice section. They give you the option of ‘paperless billing’ which
means that it is all done via online bills — like this business document. This is not available from
either Atlantic Gas or Ecotricity.

Layout

The standard layout of a normal letter would be portrait and on A4 paper, This document does the
same. Tahles are used to organise the text. They use more than one column to present their
information and also the paragraphs are short.

Writing Style

There are several spelling mistakes in this letter. “Please provide us with a meter read” should be
changed to “please provide us with a meter reading”. This shows that they have not proof read the
document. Also a second mistake can also be seen. “You currently play by cash/cheque” should read
“You currently pay by cash/cheque”. This is a very basic error and should have been spotted when
being proof read. The document features short sentences with lots of technical words such as
“tariff”, “gas transporter” and “kilowatt”. Also there is a lot of formal language used within this letter
like ““An estimated bill means we have based your bill on your previous usage”. This makes the
document look professional.
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purposes because they are using the correct style of writing for the right audience.

Presentational Style

The type face for this document locks to be Arial in a font size 9 for the main paragraphs. This would
be hard for some people to read. This document is left aligned with a small margin and white space.
Bold is used for headings to make them stand out and tables are used to align the text and images.
Additionally the logo heads up the online bill at the top left so that the reader can identify who it is
from. This helps create the house style and the branding of the company.

Evaluation

Good points about writing style

There is a good use of technical words that aim at people who have higher reading ages, although
this is not true according to my Flesch=Kincaid readability test. It tatks to the reader in a second
person narrative by using “you”. This shows that they are being personal and making this bill tailored
to you. It gives you the exact dates and calculations showing that it is all backed up with hard facts
and statistics.

Bad points about writing style

There were many spelling mistakes in this document. “Play” was used instead of pay and also “read”
was used instead of “reading” - this shows that they have not proof read their work. This makes it a
bad writing style. The words are very technical and it would be confusing for anyone without a high
reading age because it is hard to understand. However, they do provide hyperlinks next to certain
words titled “what’s this?” so that people can find out what it actually means.

Good points about layout and presentation style

Professional looking documents of this type include a logo and colour scheme at the top left of the
document. They have done the same. The titles for each section are in bold which catches your eye
when you look at the page. This enables the reader to find what they want to read. The gas bill is in
sections so that you can jump to the relevant section you would like to read. This makes it a good
layout to have. The help and advice section means that even if the writing style is hard to read, you
can still get help. This means that anyone is now able to read the document, making it a very good
piece of presentation. Paragraphs are short, which makes it look good on the eye with the use of
white space. British gas does paperless billing online so they save paper. This means that the
company is shown to care about the environment we live in.

Bad points about layout and presentational style

There are two blank table spaces at the bottom of the page which are not filled in with text or
fmages. This makes it a waste of tables and space. It also makes the document look unprofessional.
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Does it to inform the customer about how much gas they have used over the

last three months & persuade you to pay your bill?

It talks in a formal way to the customer which shows that they would like you to pay the bill straight
away. They provide you with the tables of information which make it easy for the customer to view
their old and new gas bills. They use technical words for more accuracy to inform them about how
much they have used, and how much they owe them. A help and advice section is designed to help
the reader understand phrases that may be too technical for them. This informs the reader of what
they mean and achieves its purpose.

Improvements

Firstly, they need to proof read their own work so that there are no any spelling errors. Secondly,
they need to delete the two empty boxes at the bottom — they only just take up unwanted space.
Thirdly, they need to provide an explanation of the technical words. This can be by the side of each
technical word or by having a key at the bottom with the meanings of all of the technical words.
Lastly, they need to use more tables and make the information more understandable to read.
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Ecotricity Leaflet (Document Five)

This business document is a leaflet from an electric company called Ecotricity.

Purpose

The purpose of this document is to inform customers about where Ecotricity get their electricity
from and persuades you to change your electricity supplier to Ecotricity because they promote
greener energy.

Content

It uses a continuous house style throughout the document. This includes logo of the company on
the front page. It is on an A4 page with headings/subheading and also tables to arrange the text and
images. Bullet points are also used. This document includes a list of the companies that recommend
Ecotricity {charities) to show how good they are and how much they are an ethical company. it
includes a picture of the founder and a quote from him as well as quotes from other pecple. They
have a questions and answers section which seems to predict what you will say. They then go on to
answer it for you, which shows how well they know their target market. The recyclable symbel adds
to this effect of knowing their target market. Website details and phone numbers are also provided
in this document.

Layout

This document is to be viewed as four A5 portrait pages in a leaflet. When unfolded out it creates
two A4 pages in a landscape orientation. These two A4 pages have been printed on back to back to
create this document. Tables are used to align the information and big font sizes make it easier for
people to read the text. They use several columns to display text and images throughout the
document.

Writing Style

Informal language is used in this document. “And, funnily enough” would be an example of this.
They also use formal language like “Ecotricity has been harnessing the power of the wind since
1996”. This shows that they use a mixture of languages in their writing. This widens the audience
that can read this document, It also shows that they want to show themselves to be friendly and
professional. They use very few technical words which makes it easy for anyone to read.
“Conventional” is an example of this. Bold fonts are used to highlight the important information,
making it easier to skip to what you want to read.
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Presentational Style

The type face for this document is Arial in a font size 13 for the main paragraphs. This would be fine
for anyone to read. Small margins are used and white space gives the effect of space. Bold styled
headings are used to stand out, This saves the reader time.

Evaluation

Good points about writing style

They have a very good use of informal writing which is mixed in with formal writing to still get across
the fact that they want you to be persuaded to change electricity providers. They alsc use questions
that the customer would ask, and answer them on the leaflet, This shows that the company know
their target market well.

Bad points about writing style

There is a lot of white space in this document that could be used to fit more information in. Large
font sizes seem to waste the space when it could be filled with smaller text talking about much
mare. This text seems to be too informal and too colloguial for some people which would deter
some customers from changing their electricity supplier to Ecotricity.

Good points about layout and presentation style

Pictures in this document as used well because they are relevant to the subjects talked about. The
logo and colour scheme also make it look professional. The consistent use of green and white makes
it also lock professional. Simple words make it so simple to read for just about anyone. The British
flag on the back page shows that they want Britain to change to green electricity. They use a range
of facts to inform the reader about the use of wind farms and the effects of using companies that
buy ‘brown’ electric. This not environmentally friendly at all and this is why people would go to
Ecotricity instead.

Bad points about layout and presentational style

White space is used too much and this could be replaced with some text that would be more useful
for the reader.

Does it inform customers about where Ecotricity get their electricity from and

persuade vou to change your electricity supplier?

This leaflet informs the reader of how they plan to put up more wind turbines, and make more
environmentally friendly electric, without the use of natural resources that will soon run out. This
informs the reader and helps achieve the purpose of this document. They include quotes, bullet
points and facts about the history of the company. This helps persuade the reader to change
electricity providers.
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improvements

| think that they should add more quotes from people in the electricity trade that talk about
Ecotricity. They should also give full explanations of how they get their electricity and compare it to
the other electricity providers like British Gas and Atlantic Gas. This would show how good they are
as an electricity company. Statistics about how much money is invested in turbines would be useful
as well so that the customer knows how much profit is being put into wind turbines.
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Ecotricity Letter (Document Six)

This business document is a letter from an electric company calfed Ecotricity.

Purpose

The purpose of this document is to inform customers about where Ecotricity get their electricity
from and persuades you to change your electricity supplier to Ecotricity because they promote
greener energy.

Content

A logo, house style and heading/subheadings are in this document. It is on an A4 page and tables are
used throughout the document. The address is at the top left hand side. Also the account number
and date can be seen on the document. Contact details can be found at the bottom of the page and
“Yours sincerely” is also used.

Layout

This document is an A4 page with no folds in it. it is in a portrait orientation. Letters normally have
this type of layout so that it can be folded and put into an envelope for posting.

Writing Style

Formal language is used in this document. “Subsequent payments” would not be understood by
someone with a reading age of 13-15 which shows that it is aimed to an audience who have a higher
reading age. Informal {anguage is also used like “we’ll be happy to review”. This shows that they can
use a range of different writing styles in this document.
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This extract of text obtained a score of 37.0 in the Flesh-Kincaid readability test. This means that this
letter is best understood by people with the reading age of a university graduate. This would be
appropriate for this leaflet because it is aimed towards people who have a higher reading age.
However, some people have not been to university and therefore it would be unsuitable for them
making this document unsuitable for the target audience.

Presentational Style

The type face for this document is Arial in a font size 11 for the main paragraphs. This would be hard
for some people to read making it unsuitable. Small margins and white space is used. They use a
bold style for the headings that stands out.

Evaluation

Good points about writing style

The use of formal language is goed in the document because it would only be adults with a high
reading age that would be reading this document, It gives you the exact prices of the new bill
showing that they are accurate in their letters and want to let you know exactly what your new bill
is. The title also gives you an indication of what the letter is about. Additionally the account number
is shown so that you know that it really is Ecotricity for security purposes. Short paragraphs are used
in order to look good on the eye and give the effect of space.

Bad points about writing style

The writing seemns to become too formal and therefore it makes it seem like an automated email
with personal touch to it. it also makes Ecotricity seem like an autocratic company meaning that
they do not take inte account the customers views. This would show that they do not care about
their custemers and that they do not mean that much to them.

Good points about layout and presentation style

The professional look of this document is due to the logo and colour scheme going well together.
This is all accompanied by the consistent use of green and white that gives the appearance of
greener energy and a more environmentally friendly company. Alse it uses headings to let you know
what the letter will be talking about. The green bar at the bottom keeps to the consistent colour
scheme of green.

Bad points about layout and presentational style

| think that this document has too much white space and that they could have fitted more
information into it. This would have informed the reader more about greener electric and therefore
more people would be persuaded to change to Ecotricity.
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Does it inform customers about where Ecotricity get their electricity from and

persuade you to change your electricity supplier to Ecotricity?

This document gives the reader the information about the changing of the price for their bill. It
follows the consistent theme from Ecotricity. | think this enables the customer to find out their new
bill and work out the difference. This also persuades the reader to change their electricity supplier to
Ecotricity by the use of hard facts and statistics.

Improvements

To improve this document they should provide more information about the price changes and also
supply the reader with a table with the before and after prices. They should also include the old
electric bills and the new bills. They should include the percentage of price change and also include
several reasons why they have changed the price. They should also include hard facts and statistics
to support these points.
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Comparison of Leaflets

Purpose

Two of the documents both are similar in the way that they inform you. The other two advise you
and persuade you to do certain things. This shows that most documents inform the reader.

Content

The content that is used the most in the leaflets is a logo contact details and headings/subheadings.
This is on every document. Additionally they are all A4 pages which are folded with bullet points and
a colour scheme throughout the document. Some differences would be that British Gas has step by
step guides and promises accompanied by the option for bigger font sizes for people with poor sight.
Ecotricity offer pictures of the founder, quotes and question and answer sections to help the reader.
Pictures, house style and statistics are only found from Atlantic Electric and Gas.

Layout

For the layout they all follow the standard way. This is an A4 page in a landscape orientation with
tables and only one column. British Gas vary by have medium sized paragraphs and two columns for
contact details. Ecotricity are unique by having several columns and long sentences that are easy to
read.

Writing Style

Rhetorical questions, bullet points and imperatives are only found in the Atlantic Gas and Electric
leaflet. British Gas has only one difference by aiming to impress the customer. However, Ecotricity
use long simple sentences, few technical words and easy to read sentences to widen their
audiences. The most used types of writing style are long sentences that are formal. These also
include technical language and also some informal language with headings throughout.
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Flesch—Kincaid readability test

Atlantic Gas and Electric had a score of 63.0 which means that their writing style is readable by
people with a reading age of 13-15. Similarly — Ecotricity’s leaflet has a 55.2 score meaning that they
both have a reading age of 13-15. British Gas, on the other hand, has a score of 40.0 meaning that it
can be read by people with a reading age of 13-15 and also by people with the reading age of a
university graduate. This means that the British Gas leaflet may become hard to read for people who
left school at 16.

Score Notes

90-100 Easily understandable by an average 11 year
old student.

60-70 Easily understandable by 13-15 year old
students. (Ecotricity & Atlantic Electric &
Gas)

0-30 Best understood by university graduates.
(British Gas)

Presentational Style

Most documents for presentation style use Arial with boid headings, that is left aligned and have
white space. They also have small margins and some have images and bullet points. Ecotricity used
size 13 and tables which was not used by any of the other two companies,

Evaluation

Does it fit the purpose?

For Atlantic Electric & Gas | think that the document did fit the purpose because they give you
information on everything you need to know about saving money on gas bills, even giving examples.
For British Gas they suit the purpose by giving you a step by step guide which informs you, headings
to skip to relevant sections and a portable leaflet format. Ecotricity also informs the reader but also
persuades by quotes, bullet points and facts.

Improvements

| suggested that for Ecotricity, they should add more quotes into their leaflet and include more
detailed explanations. Additionally they could explain how their competition gets their electricity in
comparison with them. For British Gas it was just to simply use more tables and use less white space
to fill up the document more. With Atlantic Electric & Gas | suggested to rephrase the sentences and
to redesign their green fading bar which tocks bad to me. Consistent font colours would also benefit
the document. For this part of the comparisons | did not find any similarities.
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Comparison of Letters

Purpose

Atlantic Gas's letter was to reply to a customer’s complaint and Ecotricity and Atlantic Gas both
informed their customer about one thing or another. British Gas on the other hand was designed to
persuade you to pay the bill but also to inform you of how much your gas is costing you.

Content

All of these letters were on A4 pages and included tables to align the text or pictures. They all
included headings/subheadings. Additionally, they all included colour schemes and logos.

Atlantic Gas was different to the other companies by including a signature and date on their letter.
British Gas included a help and advice section as well as a very environmentally friend way of billing
you. This is called paperless billing and they give you a discount on your bill, if you pay your bil
online instead of having a hard copy on paper. This saves paper and therefore helps the
environment and saves on landfill space. Additionally they included recent bills so that you can
relate back to previous ones to see the differences.

Ecotricity used formal endings like “Yours sincerely” and included who it was from. They also
included contact information which is not provided by any of the other companies.

For Atlantic Gas they also gave you hard facts and statistics and comparisons to other companies.
References numbers are additional to that.

Layout

All three of the documents seemed to follow a trend for the layout. All three were on A4 with a
portrait orientation. They also featured short paragraphs and tables to display information which is
notable in Atlantic. British Gas used two columns and Atlantic Gas used only one column which
shows a difference in layouts. Ecotricity had no differences in layouts to British Gas or Atlantic Gas.

Writing Style

They all seem to use formal language and also use technical words to make the sentences more
complex to read. This also helps with the writing style that they are aiming to impress because
technical words will impress people. British Gas had spelling mistakes and aimed to deliver
information rather than to impress. Atlantic Gas used long sentences, impersonal fanguage whilst
referring to current affairs. Atlantic Gas also tried to make a connection by talking to the reader
through their letters. This makes the letter more personal. Again, Ecotricity have just kept the main
points that the other two companies have done without adding any extra writing styles that would
make them more unique.
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Flesch—Kincaid readability test

The scores seem to vary for this readability test. Both Atlantic Gas and Electric and Ecotricity both
aim their text at university graduates. Atlantic Gas had a score of 38.2 and Ecotricity had a score of
37.0. However, British Gas had a score of 52.0 which means that 13-15 year olds wouid be able to
read the text. | think that British Gas had the best plan here because more people will be able to
understand the text. However, making the text this easy may patronize some pecple who are
university graduates.

Score Notes

90-100 Easily understandable by an average 11 year
old student.

60-70 Easily understandable by 13-15 year old

students. (British Gas)

0-30 Best understood by university graduates.
(Atlantic Gas & Electric and Ecotricity)

Presentational Style

All of the documents use Arial with bold headings and small margins. They also have white space to
make the document appear to focus the eye. Logos are also essential. Ecotricity used own name for
their logo whereas British Gas and Atlantic Gas had the company name and also a symbol. This
shows that Atlantic and British Gas are trying to make their logo more visual. The font sizes varied
between sizes 9-11 with Ecotricity having font size 11 which seemed big for the document. Text was
bullet pointed and centre justified for the Atlantic Gas & Electric leaflet which makes it different
from the other two companies. Two out of the three companies used left alignment for their
documents. This indicates that they think that this is the best type of alignment for text because it is
common throughout all of the decuments.

Evaluation

Does it fit the purpose?

British Gas used formal language and information in tables to fit their purpose. They also used
technical words and very helpful help and advice section. However, Ecotricity fitted its purpecse by
giving the reader by getting to the point and giving you the information you need. Ecotricity followed
a consistent theme in order to do this. Atlantic Gas & Electric came across in a personal and informal
way with parts of it formal. They suggested ways in which to save and tried to persuade the reader
to stay with the company.
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For this unit | will create six business documents, | will:

Analyse and create letter drafts and a final letter with a house style with logo
Analyse and create advert drafts and final advert with a house style

Create and analyse invoice drafts and final invoice

Create and analyse web page drafts and a final web page

Create a staff presentation

Create a handbook/booklet on technologies

For this part of the six documents | will:

+ Analyse and create letter drafts and a final letter with a house style with
logo
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Companies House Letter

Good Points Bad Points

Logo in the top right hand
corner

Reference and date in the top
left hand side and in line
Sir/Madam used

Text broken up into
paragraphs

Contact information highlighted
Receivers address at the top
left

Senders address at the top
right

Headings are used to attract
attention

Pictures in the bottom right and
left to show awards

The font could be clearer
Senders address font size
could be increased to the size
of the normal text

More contact information could
be highlighted

HM Revenue & Customs Letter

Good Points

Bad Points

Tables used to align the biils
Senders address at the top
right

Receivers address at the top
left

Logo at the top left

Information separated by a line
Headings

Barcode along the side

Bullet points

Contact information highlighted
at the bottom

The font needs to be changed
Fonts need to be more
consistent — different fonts are
used

Telephone number is not
highlighted
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The Company Secretary

RS
IR
Lo

Crown Way Cardift CF14 3UZ
Telephone 0303 123 4300
DX 33050 Cardiff

5765 enguirtes @companieshouse.goy ik

GLOUCESTER, s,

wwiw.companieshouse goy ux
Our Ref S / SHUREP
Dute 29 September 2009

NOTICE ; IST ANNUAL RETURN is now due.
Deuar Sir / Madam,
Company Nume; SEOEEEEEROEE Company No. CiREEEER

This is a reminder that your company's first Annual Return is due for filing. An Annual Return is a snapshot of
general inforaation about a company us at 4 particular date known as the made up date. Your company’s first
Annual Return should be made up to 03/ 10/09 and must be delivered to Companies House no later than
I1/1O/09, 11 you file the Annual Return late, or not at all, the company and i1s officers can be prosecuted, or the
conpairy could be removed from the Register. If you employ an agent to file this information ¢n your behal{,
please tell them straight away.

You can file the Annuval Return using our WebFiling service or a suitably enabled software package. To do this
you will need the company authentication code: SMBEM, und a Comnpanies House generuted Security Code.
Pleuse keep these codes sale. Only disclose to setieone if you wish to authorise them e hile information for this
contpany on yoeur behalf,

You can get online guidance on filing Annual Rewrns electronically from
www.conpanieshouse. sov,uk/363efiling.

To help you complete the Annual Return you can obtain a copy of the Annual Return information we currently
hold for your company. To do this, tog-in to WebFiling und select "Order emuil of current company intormaton
fron the menu sereen.

I you use WebFiling to complete your tirst Annual Return you nay need 10 update the Capital und Shareholders
sereens with inforuition previousty supplied. On the Capital screen you would need to select ‘Add/updute
clusses or currencies’ and enter issued share capital details. You miay be warned that you have increused the
cotpuny's issued capitad. 1 this oceurs, select 'Correcting dats (no form required)’ from the options tist unless
one of the other options applies. Similarly, on the Shureholders screen you may need to select "Add/updaie other
shureholders' it shareholder information is nussing.

You could fite an Annual Return on paper but it will cost you twice is much as filing electronically. Puper foris
are available frou our website (hitp://wwiw.companieshouse. gov.uk/forms/formisOnline.shunl) and the filing fee
15 £30. o

Filing electronically costs only £15.

Further informtion is availuble from our Contact Centre - 0303 123 4500 (08.30am-18.00pim Monday-Friduy
UK tme)

COMPANIES HOUSE

U AL FOR EXCELLENC)

VAN
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1.\ HM Revenue
&Custo S

r p = 21677
ANPGRS

11 THE PLANTATION

GREEN LANE

HARDHICKE

GLOUCESTER

GLZ 4SP

For: MR MESDRREEN
Ref:

Notice of Surcharge for late payment of tax for the Lax year ended 5 April

Self Assessment - Late payment:
Surcharge Notice

Tax Reference iy

Date 22 SEPTEMBER 2009

Issued by
Officer in Charge
Glos and N Hilts Area
GROUND FLOOR, NORFOLK HOUSE
TEMPLE STREET
BRISTOL
BS1 6HS

Telephone 0845 366 7840

2008

| did not receive your full payment by 28 days aiter the due date nor by 6 months after it and the law
authorises surcharges Lo be imposed on you. This notice tells you how much they are,

Please read the information on the front and back of this form and in the enclosed [eaflet, We have sent a copy of this Notice to

vour tax adviser, if you have one.

These surcharges are imposed under Section 59C(2) and (3) of the Taxes Management Act 1970

Section $9C(2) unpaid lax
Section 59C(3) unpaid tax

£3780.00 @ 5% surcharge of £189.00
£3780.00 @ 5% surcharge of £189.00
Total surcharge £378.00

Why have I received this Notice?

. This Notice is issued because we did not receive full
payment of the tax you owe by 28 days after it was due.

If you have still not paid the tax due, you must pay it now '

to avoid further interest, surcharge and tegal action.

+ If you cannot immediately pay in full, phone our payment
Helpline on 0845 366 1204

+ This surcharge is due 30 days from the date of this Notice,
5o you must pay it by then to avoid paying interest on it.
Information about how to pay is shown overleaf.

cAdDA

Do you need our help?

You will avoid extra costs and find your tax affairs easier to
manage if you keep them up to date.

More details about interest and surcharge is available at
www.hmrc.gov.uk or atternatively, please ring the

HM Revenue & Customs office shown above. We can:

+ help you get up to date, and

+ advise you how to keep things that way.

When the above office is closed you can ring our
Helpline on 0845 5000 444 for general advice. It is open
0R.00 to 20.00, seven days a week except Christmas Day,
Boxing Day and New Year's Day.

Please turn over for more information

HMRC 02/09
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What | intend on using:

Logo at the top of the page

SirMadam used

Text broken up into paragraphs

Contact information highlighted throughout
Receivers address at the top left

Senders address at the top right

Headings used to attract attention

Tables used to align bills if needed

Bullet points if needed
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Second draft strengths and weaknesses

Strengths

Weaknesses

No spelling or grammar errors

The logo needs to be on a real cloud. |t
also needs to stand out more and be
much bigger.

A picture of Canary Wharf at the bottom
makes it look more professional

Important contact details should be in
bold to stand out more.

Logo at the top of the page

The picture at the bottom needs to be
changed into a black and white style.
This would make it look more
professional and stop it from distracting
you from the ‘Cloud Computing’ logo.

Date of letter shown

A border is needed in order to make the
letter look more professional.

Sirf Madam used

A signature is needed to make this letter
look more realistic. Using a signature
would make it look authentic.

Text is broken up into paragraphs

Senders address is at the top

Receivers address is near the top left

Headings are used to attract attention

Yours faithfully/Yours sincerely is used
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Changes that | would have done if repeated

If | had to do this letter again then | would have used better research. My two pieces
of research were from the HMRC and also Companies House. These were both
businesses that have high standards however; they were not relevant or similar
businesses to my computing business. If | had chosen a business which does a
similar service to my business, then my research would have been more effective
and | would be able to create a better quality product.

Also, to produce a better quality letter | would compare my letter with a range of
letters with the same purpose to check that the style of writing and text sounds
professional. For my letter | would compare it to other letters regarding payments
along with comparing my letter to letters from businesses in computing. By doing
this, my letter will show that it is similar to other computing letters and also is similar
to general payment letters. This will ensure a higher quality product.
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For this unit | will create six business documents, 1 will:

« Analyse and create letter drafts and a final letter with a house style with logo
¢ Analyse and create advert drafts and final advert with a house style

» Create and analyse invoice drafts and final invoice

« Create and analyse web page drafts and a final web page

» Create a staff presentation

¢ Create a handbook/booklet on technologies

For this part of the six documents | will:

+ Analyse and create an advert using the same house style as with my

letter
¢« Examine 2/3 existing adverts ¢ Sketch of layout
¢ What is common? ¢ Talk about costs
o Who is the audience?

R D

» Strengths,

weaknesses and

Second
Draft
improveme_-nts weaknesses and
e Proof reading Strengths, improvements
¢ Annotate weaknesses and ¢ Annotate

« Evaluate improvements e Evaluate
Proof reading

¢ Strengths,

Changes made
Annotate
Evaluate
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For this part of my unit | will be creating an advert. This advert will be about my
company, persuading the consumer to pay for my companies services. It would
appear in magazines and websites to people who are in businesses who need help
with their computers.

| will then move on to:

Research existing adverts
- | will examine 2 or 3 existing adverts in detail.
- Say which elements are common between them and | will state what
elements | like and which ones that | will use.

Plan out my advert
- | will sketch out the layout of my advert using boxes to show the placement of
each element.
- State who my audience is
- Create a plan and update it regularly
- State any other considerations like costs

First draft
- Create my first draft
- Discuss what | did to create my first draft
- Talk about the good and bad points, and how | can improve my draft
- Annotate the printed copy
- Evaluate

Second draft
- Create my second draft
- Discuss what | improved from my first draft
- Talk about the good and bad points, and how | can improve my draft to create
my final
- Annotate the printed copy
- Evaluate

- Create my final draft

- Discuss what | improved from my second draft

- Talk about the good and bad points, and how | can improve my final
- Evaluate
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Strand B Advert

Research

A) 1&1 advert

Good Points

Bad Points

Simple and clear style
Lots of white space
Woman used to attract
attention

Bullet points

Label style for prices
Price per month
Website address
Three colour scheme
Logo

Includes pricing

¢ Ineffective use of white space

B) Fasthosts advert

Good Points

Bad Pcints

Logo

Promotions

Official logos (windows)
Bullet points

Boxes to separate parts out
Packaged shown as a box
Slogan

Black silver and grey colour
scheme

Website address

Phone number

Includes pricing

e Dark background
o Lack of white space

C) Memset advert

Good Points

Bad Points

Simple layout

Reflections on computers
Awards listed

Statistics

Bullet points

Logo

Phone number

Website address

Signature

Picture of managing director

¢ No pricing
+ Too much white space

Page A3



candidate included examples




G040 Strand B Advert

| chose these three adverts because they all have a phone number and website on
their advert. This means that they have no local offices to visit and therefore this is
similar to the way | would set out my business.

What | intend on using:

- Simple style

- White space

- Woman to be possibly used
- Prices stated

- Website address

- Three colour scheme

- Logo

- Possible slogan

- Official logos

- Statistics

What | don't intend on using:

- Reflections on computers because | won't be featuring a large picture of a
computer so this will not be needed. | will be using a picture of woman and
something to do with the services that | provide.

- Signature on the advert because it will make my advert iook too informal and
a signature is not typical of an advert. Using a signature makes it seem more
like a letter.

- Picture of managing director because this space could be used more for
advertising. Also because the consumer doesn't really care whether the
managing director has signed it when you are not going to go to their
premises. So because of this | did not include this.

Costs of advertising

An example of the costs of advertising is that a full page colour advert in the popular
mens magazine called “GQ” costs £50,000 for 12 issues. That works out to be
£4,200 per issue. | would expect a magazine to put my advert in to have the same
size audience as the magazine "GQ". This means that | would be looking to pay
around £4,200 per issue. | would also have to remember that you would have to pay
for the full page colour advert in advance and sometimes for several issues at a time.
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G040 Strand B Advert

Problems

1) My plan — | thought that my plan layout was meant to be exactly the same as
the layout of my final draft. Because of this idea | went to ask my teacher if it
was fine that my plan was to look different to my final. My teacher explained
that they do not need to be similar and as long as | explain how | progressed
and explained the reasons for my progression.

2) My logo — When | got to my final advert | realised that my logo's quality was
not looking very good. This was a problem because when it would print out
the logo would not look very professional. This became a problem. To solve
this | went back to my folder full of Firework saved files and then brought
across a new, crisper picture of my logo. This then enabled me to have a
more professional look to my advert.

3) I had a problem with my image from my first draft that would have been
carried on to my second draft. This was because the woman on my first draft
had a laptop on her lap and looked like a home user. This was a problem
because my business is targeted at selling packages to other businesses and
not home users. So, to solve this problem of making my advert look like it
has the wrong target market, | then found a different picture which had a
business woman which would give the impression that the packages are
aimed at business users and not home users.

4) | also had a big problem with the text of my final advert. It was pixelated when
| printed it off in Word. This became a problem for me because | knew that |
would probably not get the marks for my advert looking professional. | solved
this problem by trying to print the image in different programs. | found that
when | printed out my final advert that Publisher made it print out much better.
This solved my problem.
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Evaluation of software used

Macromedia Fireworks

Once again, Fireworks has helped me to achieve a professional looking product.
This is because | find Fireworks easy to use and with my experience of using
Fireworks for 2 years | can produce documents much quicker than when | started
using Fireworks. It is very easy to find your way around Fireworks and | find it much
easier to use than Photoshop.

Photoshop

In Media studies | have been using Photoshop to create a magazine. This means
that | have been using Photoshop more and since | have increasing found it easier to
use. | have found that Photoshop in my opinion is a more powerful tool for editing
images and therefore | would use Photoshop in my next document.

Microsoft Word

Microsoft Word is also very easy to use and is a very good word processor. It will
continue to give me easy access to the tools that | need to use to present my text
and | will keep using this product into the future because of the ease of use and the
very good products that it helps you produce.

Publisher
Word may be very good as a word processor, but | have found that the way it prints
images out is not as good as publisher. Publisher was designed to be used to create

adverts and posters. So because of this | think that | will be using publisher if | have
to create an advert again.
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Strand B Advert

How | would approach this in the future?

1.

| have said before that | would use better research in my letter. For my advert
| have used more relevant businesses that are providing very similar services
to mine. This has made my research more effective and has enabled me to
make a better quality product.

Also if | was to do my plan again | would use a spider diagram instead. This is
because it would organise my planning in a more efficient way and will look
better when [ finish the document.

I would also change my sketch to have more detail. This means that | would
break down the boxes intc even smaller ones, therefore it will become more
accurate.

. In the future | would ask other people their opinion on my advert to see if itis

effective in doing its job — to create sales. This is a normal thing to do when
running your own business as it is vital to know if your advert will work or not.
Because of this | would have used market research to make my advert much
more effective,
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G040 Strand B Invoice

For this unit | will create six business documents, | will:

Analyse and create letter drafts and a final letter with a house style with logo
Analyse and create advert drafts and final advert with a house style

Create and analyse invoice drafts and final invoice

Create and analyse web page drafts and a final web page

Create a staff presentation

Create a handbook/booklet on technologies

For this part of the six documents | will:

» Analyse and create an invoice using the same house style as with my

letter
e Examine 2/3 existing invoices e Sketch of layout
e Whatis common? e Talk about costs
e Who is the audience?

o >,
Plan

First Draft

Second

Draft

e Strengths,

weaknesses and Strengths,
improvements weaknesses and
¢ Proof reading « Strengths, improvements
¢ Annotate weaknesses and ¢ Annotate
s Evaluate improvements o Evaluate
¢ Proof reading
¢ Changes made
e Annotate
o FEvaluate
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G040 Strand B invoice

For this part of my unit | will be creating an invoice. This invoice will be showing the
details of the customer’s bill in a clear and easy to read way.
| will then move on to:

Research existing invoices
- | wilt examine 2 or 3 existing invoices in detail.
- Say which elements are common between them and | will state what
elements | like and which ones that | will use.

Plan out my invoice
- | will sketch out the layout of my invoice using boxes to show the placement of
each element.
- State who my audience is
- Create a plan and update it regularly
- State any other considerations like costs

First draft
- Create my first draft
- Discuss what | did to create my first draft
- Talk about the good and bad points, and how | can improve my draft
- Annotate the printed copy
- Evaluate

Second draft
- Create my second draft
- Discuss what | improved from my first draft
- Talk about the good and bad points, and how | can improve my draft to create
my final
- Annotate the printed copy
- Evaluate

Final
- Create my final draft
- Discuss what | improved from my second draft
- Talk about the good and bad points, and how | can improve my final
- Evaluate
Definition:

An invoice is a bill presented to the buyer from a seller also is gives you a list
of the goods or services in a tabular form.
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G040 Strand B Invoice

Research

A} |IT Bubble

Good Points

Bad Points

» Used text styles and alignment
so that the numbers and text
are aligned properly

e \Very clear layout

e Good use of similar colours

¢ No border around the page

* Too much white space
between the description and
the payment terms

¢ More colour to be added to the

* They have also used logo that header
also has a good alignment
« Maintained a corporate image
¢ Used tables clearly
s (Good borders around the
tables
B) FM (SW) Printers
Good Points Bad Points
e Tables clearly show the + Logo is not very clear
amount due * Page is not laid out very well
¢ Invoice is shown to give it an so it looks unorganised
identity
¢ Address is shown
¢ VAT is shown
e Email details
s Lack of colour

| chose both of these invoices because they are both relevant to the industry that |
will be going into. The one letter is from IT Bubble and they are an IT company from
Gloucester. The other is from FM(SW) which is a printing company
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G040 Strand B Invoice

What | intend on using: What | don’t intend on using:

Company Logo Delivery time (Because my business is an
IT firm)

Name of the company Payment Card No. (Other methods to be
used)

Company address and contact details

Billing Address

Delivery Address

Invoice Number

Date of Invoice

Order Number

Customer Number

Account Number

Payment Type

Description

Quantity

Price

VAT

Totals

Company Register No.

VAT Register No.

Terms and Conditions of Payment

Currency
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G040 Strand B Invoice

Plan

Logo

Name of person

Details of invoice

Address of receiver

Date

Number

Account Number

Quantity Description

Price

Total

Subtotal

VAT

Total

Terms and conditions

Payment terms for credit card/cheque/bank details

Contact details
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G040 Strand B Invoice

Problems

1) 1was originally creating my invoice in Fireworks for draft 1 and draft 2. | then
found out that the images that | would create would not be a professional way
of creating an invoice, or a way or being able to include automation. Because
of this problem | then switched over software to Microsoft Word and used
automation between Word and Excel.

2) | was originally intending to use Photoshop instead of Fireworks for this
document, however they do not have Photoshop on the computers in our
computer room and Photoshop is only available in the media rooms of which
they have Macs. This was a problem and | wiil overcome this problem by
bringing in my laptop to work on, for the next document of which | have
Photoshop installed on it.

3) | had a problem with getting behind the work on the weekend of the 5™ and
the 6™ of December. This was because | went on a trip to London and
therefore could not do any work whilst 1 was there. This meant that | could not
keep up with the work. | solved this problem by working harder in class on the
next lesson | had when | got back to school.

Evaluation of software used

Macromedia Fireworks

Fireworks has been a good programme to use for this document. However, after |
completed my second draft | found that | needed to use Word in order to achieve a
better quality document and to be able to use automation on my invoice.

Photoshop

I was originally intending to use Photoshop instead of Fireworks for this document,
however they do not have Photoshop on the computers in our computer room and
Photoshop is only available in the media rooms of which they have Macs. | will go on
to use Photoshop on my next document when | start to bring my laptop into school.
This laptop has Photoshop installed on it.

Microsoft Word

Word enabied me to present my invoice well and in an organised way. It also helped
me automate my invoice by allowing me to take data from excel that wiil update
itself, therefore creating automation.

Microsoft Excel

Excel was useful because it allowed me to create a spreadsheet with my customer's
data in. This meant that when | replaced, or changed where the place of my data
was in Excel, then it would update my invoice in Word. This proved very useful.
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Strand B Invoice

How | would approach this in the future?

1)

2)

3)

4)

| would use Photoshop instead of Fireworks in the future. This is because |
think that Photoshop is @ much more powerful image editor than Fireworks is.
This means that then my images would iook more professional and then in
would create a better quality product

| have said before that | would use better research in my letter. For my advert
| have used more relevant businesses that are providing very similar services
to mine. This has made my research more effective and has enabled me to
make a better quality product.

| would also change my sketch to have more detail. This means that | would
break down the boxes into even smaller ones, therefore it will become more
accurate.

In the future | would ask other people their opinion on my advert to see if it is
effective in doing its job — to create sales. This is a normal thing to do when
running your own business as it is vital to know if your advert will work or not.
Because of this | would have used market research to make my advert much
more effective.
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G040 Strand B Invoice
Log
Date Where completed | What | did How long it took Comments
25/11/09 | School | learn about how to automate data from excel to | 565 mins
put it into word so that my invoice can be
automated.
27/11/09 | School | started typing up my planning section of my 40 mins
invoice
1/12/08 School | finished my planning section of my invoice and | 10 mins finishing off the planning
went on to create my first draft in Fireworks and | 30 mins creating my first draft
the strengths, weaknesses and improvements 10 mins spend typing about strengths,
included in this. weaknesses and improvements
2/12/09 School | then went on to create my second draft in 10 mins finishing off the first draft
Fireworks and the strengths, weaknesses and 30 mins creating my second
improvements included in this. 10 mins spend typing about strengths,
weaknesses and improvements
8/12/09 School | then changed over to Word and then created 40 mins spent on setting up the layout
my final's layout. in Word
10/12/08 | School I then shown how | did the automation of my final | 40 mins spend on setting up the

and then added this into my work.

automation

Page B17







	Commentary G040 Exemplar M_Banks Dec 2010_ COVER 1.pdf
	G040 Exemplar for web candidate work 1



