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[bookmark: _Toc11399234][bookmark: _Toc518640492]Introduction
This workbook will provide you with the skills and knowledge to be able to plan, draft, and produce complex text documents.
The information in this workbook relates to a broad range of business types and can be applied to a variety of projects or work tasks. You will find opportunities to apply your knowledge throughout by completing theory-based short answer activities. These are complemented by practical activities featuring TAFE’s virtual enterprise Plan2go. Your teacher will supply you with a copy of Plan2go’s Tri-fold Brochure Template and a document file called Brochure Text to assist with some of the activities. A Plan2go document planning tool is provided at Appendix A. 


[bookmark: _Toc11399235]Icon legends
	Icons
	Descriptions
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	Practice activity 
Learning activities are the tasks and exercises that help you to gain a clear understanding of the content in this workbook. It is important for you to undertake these activities, as they will enhance your learning.
Activities can be used to prepare you for assessments. Refer to the assessments before you commence so that you are aware which activities will assist you in completing your assessments.
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	Collaboration 
Whether you discuss your learning in an online forum or in a face-to-face environment discussions allow you to create and consolidate new meaningful knowledge.
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	Self-check
A self-check is an activity that allows you to assess your own learning progress. It is an opportunity to determine the levels of your learning and to identify areas for improvement.
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	Readings (Required and suggested)
The required reading is referred to throughout this Student workbook. You will need the required text for readings and activities. 
The suggested reading is quoted in the Student workbook, however you do not need a copy of this text to complete the learning. The suggested reading provides supplementary information that may assist you in completing the unit.
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	Assessment task 
At different stages throughout the workbook after you have completed the readings and activities you will be prompted to complete one or more of your assessment tasks.
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	Video 
Links to videos will give you a deeper insight into subject matter discussed in this workbook. If you use the student workbook in a digital format you will be able to click on the link to the video. If you are working from a printed version you will need to look these up using the URL provided.





Topic 1
Plan documents


[bookmark: _Toc11399236]Topic 1: Plan documents
[bookmark: _Toc11399237]Introduction
In this topic, you will:
determine the purpose of documents
choose appropriate formats for documents
establish means of communication
determine requirements of documents
determine categories and logical sequences of data, information and knowledge to achieve document objectives
develop overview of structure and content of documents.
[bookmark: _Toc11399238]Determine the purposes of documents
By the end of this section, you should be able to:
determine why specific documents are created and maintained in their organisation
give examples of specific purposes for documents
understand the various types of internal and external pressures that require their organisation to create documents.
[bookmark: _Toc510019789][bookmark: _Toc11399239]Determining why documents exist
Your organisation is likely to create a variety of complex documents for a number of different reasons, and you will need to know why those documents exist and what purpose they serve.
This unit will go on to outline a number of common reasons why organisations create documents, but you will also need to find out the exact purpose of specific documents in your organisation, and this will require you to investigate and carry out your own research.
Listed below are a number of questions you should ask yourself in order to identify the purpose of specific documents in your organisation. Asking these questions will allow you to gain a good understanding of the specific reasons for the existence of complex documents in your workplace.


You should ask:
What information is shown/presented/communicated in complex documents that I work with?
How is data and information laid out in complex documents that I work with?
Who uses specific documents my organisation?
Who are documents intended for in my organisation?
How do documents assist with tasks and the everyday running of my organisation?
What situations require information to be entered into documents?
Which documents are in place to satisfy organisational, industry, or legal requirements in my organisation?
[bookmark: _Toc510019790][bookmark: _Toc11399240]Common reasons for documents
There are some common reasons for creating, maintaining, and using complex documents in organisations, and these may relate to your workplace as well.
For example, you may identify that complex documents like reports are regularly created in your organisation, to communicate research findings. You may need to create a monthly report to communicate these findings to management and other key decision makers.
Common purposes may include the following:
Table 1 
	Purpose of document
	

	Conveying research findings
	For example, reports containing numerical data in the form of graphs and charts may be used to convey findings.

	Documenting policies, procedures and processes
	All policies and procedures will need to be documented so that all employees are aware of organisational standards, methods, and practices.
These documents may be displayed around the workplace to inform employees and visitors.

	Influencing attitudes, opinions, and beliefs.
	Some documents, such as workplace newsletters, will be used to influence the attitudes and opinions of employees.
For example, a newsletter may inform employees of how their organisation is performing, making them feel more connected to what is happening in the business.

	Meeting legal requirements 
	Some documents, such as terms and conditions documents, are required by law and must meet very exact specifications.
For example, you may have to present customers with a contract which includes a list of terms and conditions.

	Meeting other data, information or knowledge needs of an audience.
	Some documents, such as safety sheets, will need to be written to inform customers and clients of specific information which relates to a product, service, or environment.

	Proposing recommendations, options and actions.
	Sometimes, documents will need to be written to make formal proposals and recommendations.
You may need to use documents to persuade others or make arguments.
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	[bookmark: _Toc11399241]Practice activity


[bookmark: _Toc11399242]Activity 1.1: Determine the purposes of documents
1. Find three examples of documents you have at home, for example, flyers, handouts, or letters. Briefly explain the main purpose of each and bring along your responses and your examples to class for discussion.







[bookmark: _Toc11399243]Choose appropriate formats for documents
By the end of this section, you should be able to:
demonstrate your knowledge of different formats available
recognise the benefits and advantages of different formats
select the appropriate format for documents, depending on aims and requirements.
[bookmark: _Toc510019793][bookmark: _Toc11399244]Document formats
Depending on your organisation’s policies, procedures, technology, and software, you may have a range of options available to you when deciding on the format for documents. Of course, your choice of format will be limited to what will work with specific documents and information.
You should look to experiment with different formats, to help you understand what formats work best for different documents and in different situations. The best format will always be the one which delivers/communicates information in the most effective way, and that delivers it with the formality required.
Appropriate formats for documents may include:
Table 2 Document examples.
	Document
	

	Detailed business letters
	This may include proposals and enquiries.
Normally directed at external parties outside the organisation, such as industry authorities or other businesses.

	Emails
	Emails are a simple format to use to communicate with others professionally.
Use emails to communicate information to customers, clients, and colleagues.

	Instructions and procedures
	Usually, bullet-pointed or laid out in a step-by-step format.
Must be easy to understand for customers or colleagues.

	Manuals
	Products will usually require manuals.
Manuals must be laid out in an easy step-by-step guide, and must usually include pictures.

	Publications, leaflets, brochures
	Useful for marketing purposes.
Must look appealing, without being cluttered.

	Reports
	May include numerical data, such as financial information.
Information may be laid out using graphs and charts.
Can be especially useful for managers and other decision-making staff.

	Speeches and presentations
	PowerPoint documents are often important when delivering presentations.

	Public notices
	These are often formal notices, which exist to ensure safety or common knowledge.
They may also be the result of legal requirements.

	Websites and social media
	You may blog or post images, videos, and other content on social media platforms.
Using social media can help organisations reach a huge section of their target markets.


[bookmark: _Toc510019794][bookmark: _Toc11399245]Choosing document formats
It is vital that you choose the right format for any document you create, which means it must support the document’s intended aim. Choosing the correct format will allow information to be displayed and communicated clearly, while choosing the wrong format can lead to messages and data becoming confused, unclear, and misleading.
You will need to consider a number of things when choosing an appropriate format:
the information you are planning to include in the document
the message or story the document needs to tell 
the target audience/user 
whether you will use the document for reporting purposes and how any reporting will be carried out
how documents will be saved and stored
how documents work on the technologies and platforms that your organisation uses.
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	[bookmark: _Toc11399246]Practice activity


[bookmark: _Toc11399247]Activity 1.2: Choose appropriate formats for documents
1. What factors determine the types of format you use for documents? Give three examples of determining factors.




Plan2go’s core business is corporate travel and you have been employed as their documentation officer. Your manager has asked you to prepare some promotional materials for their next big marketing campaign that focuses on corporate travel to Australian outback destinations. You need to decide on the appropriate format and start work on the document plan. Check out the Plan2go website for any style guidelines and specific organisational requirements before completing the first two sections of the Plan2go document plan at Appendix A. Bring your plan to class to discuss with your teacher.



[bookmark: _Toc11399248]Establish means of communication
By the end of this section, you should be able to:
create clear and easy to understand documents
make sure messages, summaries, and arguments are laid out clearly and logically
establish level of formality in documents
establish methods of reply and dialogue.
[bookmark: _Toc510019797][bookmark: _Toc11399249]Ensuring information is communicated effectively
It is important that you clearly communicate information and data in all complex documents that you create. You will need to establish consistent formatting methods and adhere to your organisation’s policies and procedures.
Remember: all information needs to be accurate, relevant, timely, and expressed in the right way.
You can establish communication in written documents by using:
titles
subtitles
paragraphs
bullet points
captions on pictures
using clear, non-technical language.
Communicating a message
You will need to be clear about what message or information you are trying to communicate in your document, while being aware of how the intended recipient/user will receive it.
You can convey messages by:
Complying with the rules for the type of document. Make sure language, format, and type of data suit the document.
Complying with standardised reporting requirements. You will be required to report on specific information by law, so make sure this information is included in documents.
Meeting language requirements. Make sure documents are written in all languages required by users, depending on the countries, states, and territories where documents are going to be accessed. For example, most product manuals will have instructions in multiple languages.
Adhering to legal and organisational requirements. Be aware of privacy regarding other people and organisations. Make sure documents contain all information required by the customer, client, or colleague, especially if it concerns safety information.
Using clear layout options. You may need to use numbering and bullet systems to make sure information is understood, especially in instructional information.
Using illustrations, photographs, graphs, charts, maps and other illustrative material to explain texts.
Keeping to timelines and deadlines.
Using appropriate language and writing styles, including use of technical language.
Formality of documents
You will need to consider how the message or information is going to be read and received, based on formality requirements and the intended recipient. 
For example, if you are sending an email to someone who you regularly do business with and have a good working relationship with, you may adopt a less formal tone (while remaining professional), however if you are creating a report for your organisation’s owners, you will need to make sure all language used is formal, respectful, and suitably technical.
[image: C:\Users\swheeler20\TAFE NSW\Technology & Business Services - Product Development - BSB\Shutterstock images\Communication\shutterstock_407475370.jpg]
Figure 1 © Shutterstock copied under licence
[bookmark: _Toc510019798][bookmark: _Toc11399250]Establishing communication channels
If your document’s aim is to impart information without looking for a response, then you will not need to worry about establishing communication channels; however, in most situations, the user/recipient may want to reply, make their own arguments or suggestions, or clarify points made in the document you created.
Make sure you clearly establish methods of reply and opening a dialogue. For example, if you send a business proposal document to another company, you may need to attach your company’s address or operating email so that they can get back to you.
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	[bookmark: _Toc11399251]Practice activity


[bookmark: _Toc11399252]Activity 1.3: Establish means of communication
1. Give three examples of strategies/methods that you use to communicate messages.
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	Video


Watch the YouTube video Writing Skills: Getting Your Message Across Clearly. List five of the tips covered in the video and provide a brief explanation of each. Bring your responses to class for discussion.








[bookmark: _Toc11399253]Determine requirements of documents
By the end of this section, you should be able to:
determine what information needs to be included in documents
ask questions and carry out research when required
understand how information needs to be laid out in documents.
[bookmark: _Toc510019801][bookmark: _Toc11399254]Information requirements
You will need to know what information needs to be included in documents and how to lay that information out, according to industry standards and organisational policies and procedures. 
You will need to make sure certain basic information is included in every document you write, such as the date and the document title. On top of this, you will need to include more complex data and information, depending on the type of document you are creating. 
For example, in a financial report, you will need to include a profit, loss, balance, and sales figures, while in an instruction manual you will need to include written step-by-step instructions which are accompanied by diagrams.
You may need to include:
basic organisational and contact information
date
who the document is addressed to
who it is from
the title
a summary of what the document addresses
observations
measurable data, such as KPIs
instructional information
persuasive arguments supported by data
warnings and safety advice.


Asking questions and conducting research
If you are unsure about what information needs to be included in a document, you should ask your supervisor or manager or carry out your own research to find out. Don’t be afraid of checking with a more senior member of your team – it is better to ask and include the right information than make omissions or include false or irrelevant information.
You may want to:
consult a manager or supervisor
consult another experienced member of your team
consult a member of your team with specific expertise and knowledge
research online examples and how-to articles
check documents that have been created previously.
[bookmark: _Toc510019802][bookmark: _Toc11399255]Layout requirements
Every document will need information laid out in a specific way, so that it can be easily read and understood. Your organisation may have specific templates to help you with the layout of complex documents, so make sure you use these if they are available.
Remember that all information needs to be set out in a logical manner, and it must be easy to read, analyse, and understand.
Think about how to include:
the title
the summary or overview of the document
the main body of the document 
any graphs, pictures, or charts
conclusions.
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	[bookmark: _Toc11399256]Practice activity


[bookmark: _Toc11399257]Activity 1.4: Determine requirements of documents
1. Check out Plan2go’s website for any style guidelines and specific organisational requirements. Following on from activity 1.2, continue working on your document plan (Appendix A) and complete the sections on method of communication and organisational requirements. 
Based on your research of Plan2go, provide five examples of basic organisational and contact information that you should include in all documents.






[bookmark: _Toc11399258]Categorise and sequence information
By the end of this section, you should be able to:
categorise information and data
enter information and data in a logical sequence
achieve document objectives by creating a logical flow of information.
[bookmark: _Toc510019805][bookmark: _Toc11399259]Determining categories
It is important that you can categorise information and data to make the writing of the document easier. Whether making a point, providing a warning, or trying to persuade, you will need all available information to support you and provide evidence.
You can define your own categories, depending on what type of document you are preparing and what purpose it is going to serve. However, listed below is a general selection of categories that are commonly used to group information and data.
Categories may include:
Arguments and rebuttals. For example, disagreements with the status quo, or arguments against another report or finding.
Facts and evidence. For example, numerical evidence collected from studies.
Observations and opinions. For example, your own opinions formed through what you have observed or studied. Another example may be your own opinions about how to improve a specific workplace practice.
Anecdotal evidence. For example, case studies of others’ observations and experiences. A customer’s experience of one of your organisation’s services.
Conclusions and summaries. For example, a summary of what data and information shows in the rest of the document.
Recommendations, for example, you may make recommendations to managers to change standard policies and procedures in your organisations.
Linking and summary statements. This information will link arguments or sections of text together.
[bookmark: _Toc510019806][bookmark: _Toc11399260]Logical sequences of data and information
You will need to think about how you order information and data and how the sequence affects the quality of the communication and how the reader receives it. Your document will only be readable if it catches the interest or attention of the recipient/user, so make sure you organise information so that it attracts attention and keep it.
Remember: Lay out information to make it as easy as possible for the reader to understand the document. If you repeat information or it appears without context, then the reader may lose the thread of the message you are trying to deliver.
Depending on the document, you may set out information:
Chronologically, in the order that events happened. For example, an accident report will require information to communicate how the event occurred, in the order that it occurred.
Alphabetically. For example, lay out a glossary of terms alphabetically, so that users can find what they need easily.
In the order of operating sequences. For example, you may lay out instructional documents in the order that tasks need to be carried out 
In the order that questions were delivered.
In the order that produces the best argument, or that is most persuasive.
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	[bookmark: _Toc11399261]Practice activity


[bookmark: _Toc11399262]Activity 1.5: Determine categories and logical sequences
1. Why is it important to categorise information in the drafting stage? Give three examples of categories that you commonly use to group data and information.






[bookmark: _Toc11399263]Develop overview of structure and content of documents
By the end of this section, you should be able to:
write an overview consisting of one or two paragraphs
summarise all key points in the document
write a clear contents page.
[bookmark: _Toc11399264]Developing an overview
It is important to develop an overview of the structure and content of complex documents so that users can easily understand what documents refer to, and what key information they include.
The purpose of the overview is to help readers understand the content of the document or to understand the key points or messages made, without having to read it in detail. This can be important to help users know if the document is relevant or useful to them.
To develop an overview, you will need to:
review all information and have a clear understanding of the whole document
pick out the key points
key points may include:
arguments made
key data and research findings
key safety information
key steps in instructional process 
summarise the key points
you may choose to use bullet points or a couple of short paragraphs
determine what the purpose of information is, and communicate this in a concise introductory paragraph.
Summarising
Summarising requires you to pick out key information and condense the message of the document in a few paragraphs or bullet points. Try to pick out keywords, phrases, or data that are going to be most important to the reader, and then include these in an opening paragraph that stands out from the rest of the body text.
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	Practice activity


Activity 1.6: Mockup of your layout and design
1. You have decided to design a flyer and your manager has asked to see a sketch of the layout before you proceed any further. Draw a sketch or mockup of your design in the space below and bring it to class to discuss with your teacher.




















[bookmark: _Toc11399265]Developing a contents page
A contents page should make it easy to find information, arguments, and points within a document, without having to spend time searching through the body text. Usually, you would create a contents page using a simple page numbering system that corresponds to subject areas within the body text.
Depending on whether you are creating your document by hand or on a computer, creating a contents page can either be a time-consuming process or a quick and easy job. Most computer software makes it easy to create a contents page in a few clicks of the button, and with 100% accuracy, so this is the preferable option.
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	[bookmark: _Toc11399266]Practice activity


[bookmark: _Toc11399267]Activity 1.7: Overview of structure and content
Complete the following activity in pairs and be ready to discuss in class.
1. Outline the stages you need to go through to develop an overview of a document. How can you summarise the main body text in a few paragraphs?







After discussions with your manager and colleagues, what are the key points to be included in your Plan2go brochure?





Topic 2
Draft text


[bookmark: _Toc11399268]Topic 2: Draft text
[bookmark: _Toc11399269]Introduction
In this topic you will:
review and organise available data, information and knowledge according to proposed structure and content
ensure data, information and knowledge is aggregated, interpreted and summarised to prepare text that satisfies document purposes and objectives
include graphics as appropriate
identify gaps in required data and information, and collect additional material from relevant enterprise personnel
draft text according to document requirements and genre
use language appropriate to the audience.
[bookmark: _Toc11399270]Review and organise information
By the end of this section, you should be able to:
review all data, making sure that it is fact-checked and accurate
review data to make sure that it achieves the end goal
organise data ready to input into a logical sequence.
[bookmark: _Toc510019814][bookmark: _Toc11399271]Reviewing for accuracy
Before you can start drafting a complex document, you will need to make sure that you check all information you plan to use for accuracy. It is likely that you will have collected information and data from a range of sources, and you will need to make sure that this information can be trusted.
For example, if you are writing a safety document for a new product, you will need to check which product pieces and materials, if any, are potentially hazardous to children. To get this information, you will need to read manufacturer guidelines, in order to make sure you are supplying factually correct information.
Including false and inaccurate information in documents can be dangerous, misleading, and illegal, so make sure you take the time to carry out the necessary checks.


You should make sure:
all numerical data is correct
any research is verified
all information sources are trustworthy
any marketing/advertising claims are truthful and accurate
all safety information is accurate
all instructions are accurate. 
[bookmark: _Toc510019815][bookmark: _Toc11399272]Reviewing for purpose
You should ask whether the information you have used is fit for purpose – i.e. does it convey the message or meaning that you want it to? You should keep the purpose of the document in mind at all times, as it can be easy to include information that isn’t useful or relevant.
You should make sure:
you have chosen the right information to make arguments and persuade
all information is clear enough to meet the end goal
for example, to persuade or instruct
safety information is detailed enough to protect people against dangers and risks
all information required by law is included
all information required by industry regulations is included.
[bookmark: _Toc510019816][bookmark: _Toc11399273]Organising data
When drafting a document, it is important to make that all information is included, categorised, and laid out in a logical sequence.
You will need to spend time organising data so that you have a rough layout of all the information you want and need to include in a document. Categorising information will make it easier to write your document and make clear points that are backed up by evidence.


You can organise data:
by subject
by order in which you want to present it
by the date it was published or collected
in alphabetical order
in chronological order.
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	[bookmark: _Toc11399274]Practice activity


[bookmark: _Toc11399275]Activity 2.1: Review and organise information
1. After reviewing your mockup your manager has advised you to use the brochure template already available on the Plan2go website. You have been briefed on the information that must be included, and your teacher has supplied you with the base information in the document file called Brochure Text. You now need to complete the remaining sections of your document plan at Appendix A. 
What steps can you take to review the information to make sure content meets the purpose of the document? Give at least three examples.







[bookmark: _Toc11399276]Aggregating, interpreting, and summarising information
By the end of this section, you should be able to:
aggregate data and information
interpret information
summarise information
satisfy the objectives of the document.
[bookmark: _Toc11399277]Aggregating data
Make sure data and information which deals with the same subject area is grouped together so that documents are easily readable, and so that information can be compared to form arguments, give instructions, warn, and report.
For example, if you are creating a leaflet or brochure for a new holiday accommodation, then you would want to make sure there are clearly separate categories for room pricing, facilities, address and directions, and surrounding attractions.
You may group data by:
the arguments you plan to make
the suggestions you plan to make
types of measurement—for example, price
types of information
information source. 
[bookmark: _Toc11399278]Interpret data 
You will need to analyse and interpret data/information before you include it in a draft, in order to understand it properly. Whether you are interpreting financial data before entering it into a report, or whether you are analysing research into one of your organisation’s products, you will need to know what information means and why you are including it.


There are a number of ways you can analyse data, and some of these are outlined below.
To analyse data, you will need to:
check where it came from and how it was collected
compare data and information
find trends and correlations
make links between data and meaning
summarise information.
[bookmark: _Toc11399279]Summarise data
Summarising data will require you to pick out important information and condense the message of the document in a few paragraphs or bullet points. Try to pick out keywords, phrases, or data that are going to be most important to the reader, and then include these in an opening paragraph that is easily readable.
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	[bookmark: _Toc11399280]Practice activity


[bookmark: _Toc11399281]Activity 2.2: Analyse information
1. Depending on the feedback already received from your teacher, review the information you are planning to use in your draft brochure and check it for readability and accuracy. Have you ensured that you have correctly categorised the information? Have you double-checked the prices quoted are correct? Have you checked that any hyperlinks are not broken? 
Why is it important to analyse and interpret data in the drafting stage? Give three examples of how you can analyse data.






[bookmark: _Toc11399282]Include graphics as appropriate
By the end of this section, you should be able to:
include appropriate pictures in documents
include appropriate graphs and charts
include word art and design
include animations or videos.
[bookmark: _Toc11399283]Including graphics
Your documents may sometimes benefit from adding graphics, which you can use artistically to make the main body of the text more manageable, or to present information more clearly in the form of graphs and charts. Whether you include graphics for artistic reasons, or for presenting data, you should make sure that your document is not just a solid block of writing, as this can be off-putting.
Pictures and slideshows
Pictures may be included for artistic reasons, or they may serve a more specific purpose in your documents. They may include photographs, diagrams, or illustrations.
For example, in a manual, you may need to include pictures alongside written instructions to show customers how to assemble a product. In this example, pictures could play an important role in adding clarity to written instructions.
Word art and design
Some documents may benefit from word art and professional font design to make them more appealing.
For example, you may need to take a more artistic approach to developing marketing documents, such as brochures and leaflets. You may use software such as Photoshop, InDesign, or other design software to create your documents and add some artistic flair; otherwise, most word processors will provide you with a large selection of fonts and word art styles.
Graphs and charts
Graphs and charts can help to demonstrate trends and numerical data in reports. For example, you might include a line graph in a report to show financial balance over the period of a year, as this will be much easier to look at that than a year’s worth of figures.


You may want to include:
line graphs
bar charts 
pie charts
histograms
cartesian graphs.
Animations and videos
Videos can be especially useful in online and electronic documents – especially in marketing materials, how-to videos, and safety documents. Many users will prefer to watch a how-to video than to read a set of instructions, for example; it may also help to make the content clearer.
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Figure 2 © Shutterstock copied under licence
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	[bookmark: _Toc11399284]Practice activity


[bookmark: _Toc11399285]Activity 2.3: Appropriate graphics 
1. Why is it important to include graphics in the majority of documents that you write?



 What type(s) of images will you include in your brochure? Explain your answer.




[bookmark: _Toc11399286]Identify gaps in information
By the end of this section, you should be able to:
identify weaknesses and gaps in information
establish what information needs to be collected to fill gaps
collect additional information and material.
[bookmark: _Toc11399287]Identifying gaps in data and information
When you have prepared all information for the first draft, you will be able to scan and assess content to identify any data and information that is missing.
By organising all information into categories and deciding on a rough layout, it should become clear where gaps are.
For example, if you are producing a profit/loss report, you may have financial data from the first 11 months of the year, but be missing data from the month that has just passed. You would then have to track down that data to complete the report.
Gaps may be indicated by:
incomplete data
weak arguments/unpersuasive statements
assessment of the contents page
comparison with other similar documents
a lack of flow or continuity. 
[bookmark: _Toc11399288]Collecting additional material
When you have identified any information that is missing, you should look to source this information from the relevant member of personnel, from previous documents, or external sources such as websites and journals. 
It is vital that you source information from a trusted team member or document, in order to maintain accuracy.
You can collect additional material from:
managers
supervisors
heads of departments
experts and specialists (both internal and external)
online sources
other organisational documents
research data
financial data.
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	[bookmark: _Toc11399289]Practice activity


[bookmark: _Toc11399290]Activity 2.4: Additional material 
Review the information you have already collected for your brochure. Analyse it for any gaps and collect any additional material required. To get the information, you may need to talk with Plan2go personnel (also known as your teacher), or research the internet. 


[bookmark: _Toc11399291]Draft text 
By the end of this section, you should be able to:
draft a complex document, including all information required
choose the correct format and adhere to its conventions
lay out information in a logical sequence
summarise information and draw conclusions.
[bookmark: _Toc11399292]Drafting documents
When you have prepared all information by categorising data and checking for accuracy, purpose, and mistakes, it is time to create a first draft of your document. The first draft will allow you to test ideas and add content without having to worry about it being perfect. Remember: the first draft will only be seen by you, so don’t be afraid of making mistakes.
It can be useful to have a copy of a similar document, so that you can use it as a reference when drafting. You will need to keep the document’s purpose and requirements in mind when drafting so that you end up with a document that achieves the desired goals.
Using templates
It is advisable to use templates when you first begin working on a document (if your organisation uses them), as this will ensure that you meet formatting and design requirements. Templates will also prompt you to include all the necessary information in your document
Make sure you include:
a title
an overview
logos and branding marks
who the document is aimed at and who it was created by
an introduction
clear categories of information
instructions, if required
advertisements, if required 
prices
persuasive writing, if required
supporting pictures, graphs, and videos
a summary.
Read through
Make sure you read through your document carefully after drafting, in order to identify elements that work and those that don’t, as well as any mistakes that need correcting.
You should ensure that you lay out the document in a logical sequence, and that it meets its intended objectives. Try to be balanced in your self-praise and self-criticism when reading your first draft, as it will contain some positive points, while being far from the finished article.
For example, if you have written a manual, it should include instructional information to help the user/reader complete a specific task. In this example, it may be useful to have someone with no knowledge of the product to read through the instructions to make sure they make sense, before giving feedback on the overall document.
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	[bookmark: _Toc11399293]Practice activity


[bookmark: _Toc11399294]Activity 2.5: Draft text 
1. With your neighbour in class, write the steps for drafting a document. Think about the process in detail and the information you will need to include.




Using Plan2go’s Tri fold brochure template provided by your teacher, enter the required text information into the template using word processing software. Save it to your USB and bring it to class to show your teacher.



[bookmark: _Toc11399295]Use language appropriate to the audience
By the end of this section, you should be able to:
draft a document using appropriate written language
establish the level of formality required
establish how to address the target audience.
[bookmark: _Toc11399296]Using appropriate language
It is vital that you use appropriate language when creating any document, as this will be your main vehicle for conveying messages to the reader. The type of language you use will be determined by the type of document you are writing, the target audience for the document and the level of formality required for both.
Type of document
It is vital that you know what sort of language is appropriate for different documents. You will need to think about who you are addressing and what sort of language they will expect, while including any official or technical language that is required in specific documents. 
Think about the purpose of the document and the message that needs to be communicated in it. For instance, you may need to use persuasive language when you are marketing products and services, while using simple and straightforward language when writing an instructional document. 
Target audience
You should establish who the target audience is for your document, and adjust the language you use to suit them. You will need to think about who the audience is, how old they are, and what their interests are, to be able to communicate with them effectively.
For example, you will need to use specific language to market a product to a teenage boy, but this language is unlikely to be as effective when used to advertise to a middle-aged professional.
You should consider:
the age of the audience, are they:
children
teenagers 
young adults
older adults
the  gender of the audience
the interests of the audience
the skill or knowledge level of the audience.
For example, if you are creating an instructional document, you will need to know about knowledge level so that you can provide useful advice based on the user’s existing knowledge.
Formality of language
Depending on the type of document you are writing and the target audience, you will need to establish the appropriate formality of language. Establishing how formal language should be in a document will help you to gain the attention and respect of readers, which is a vital step.
For example, if you are writing an email to the chief executive of your company, you will need to use very professional language to gain respect and promote yourself in a good light. In this case, you may need to sign off with ‘kind regards’ or ‘yours sincerely’, for example, instead of using ‘thanks’ or ‘see you soon’, which you might use in a more informal message.
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[bookmark: _Toc11399298]Activity 2.6: Appropriate language
1. What target audience variables will you need to consider when deciding on the specific language to use in a document? Give at least three examples.




Check the language in your draft brochure. Does it reflect the purpose and target audience? Explain your response.





Topic 3 
Prepare final 
text


[bookmark: _Toc11399299]Topic 3: Prepare final text
[bookmark: _Toc11399300]Introduction
In this topic, we will cover the following:
review draft text to ensure document objectives are achieved and requirements are met
check grammar, spelling and style for accuracy and punctuation
ensure draft text is approved by relevan.t enterprise personnel
incorporate revisions in final copy
[bookmark: _Toc11399301]Review draft text
By the end of this section, you should be able to:
critically examine their drafts
establish when objectives and requirements have been met
establish when objectives and requirements haven’t been met.
[bookmark: _Toc11399302]Reviewing a draft text
You should aim to carry out a full and thorough review of all draft documents that you create. Make sure that you carefully read your document at least once through to pick up on any errors or potential improvements that you can make. Reading aloud can help you to do this.
Critically examining your draft will help you to:
spot mistakes
grammatical and punctuation
spelling
ensure all information is accurate and relevant
improve the look and design of documents
improve the layout of documents
improve the language used.


[bookmark: _Toc11399303]Determining when objectives and requirements have been met
You should have a clear idea of why you are creating a document, including specific objectives and requirements. You will need to make sure that your finished document fulfils all of these objectives by reviewing the text and critically analysing it.
For example, if you are creating a safety document for a particular environment, you will need to make checks to make sure that you have identified all hazards and risks in the area. You may need to consult a safety adviser to make sure you have included all relevant information in your document.
Examples of objectives include:
marketing a specific product or service, for example, producing a brochure on new kitchens
instructing on how to successfully assemble a product, for example, producing a manual on installing new software on a computer
warning customer, clients, or colleagues against risks and dangers, for example, writing a warning notice which tells users to wash their hands after using a product
advising on legal or ethical points, for example, producing a code of conduct which advises all employees on ethical issues within your company.
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	[bookmark: _Toc11399304]Practice activity


[bookmark: _Toc11399305]Activity 3.1: Review draft text 
1. Why is it important to thoroughly review your draft text? Give three specific examples of why you should do this.






[bookmark: _Toc11399306]Check grammar, spelling and style
By the end of this section, you should be able to:
check that all content is grammatically correct
run word checks and manually check all spelling
check that all content is accurate and fact-checked.
[bookmark: _Toc11399307]Checking grammar and punctuation
It is vital that written content in all documents is grammatically correct, meaning that it should follow specific structural rules. If you are unsure about the grammatical accuracy of your writing, you should either consult a senior member of your team, or research questions on trusted online sources.
Importantly, you will also need to use punctuation correctly to convey your message and make content easy to read. 
Poor grammar and punctuation can result in readers losing interest and belief in the messages that you are trying to convey, which is why it is so important to get it right. You should use your organisation’s house style guide if you are unsure about particular points of grammar, spelling, or punctuation.
Make sure you consider:
use of commas and full stops
use of capital letters
tenses
clauses and sentence structure
use of nouns, verbs, adjectives, and adverbs.
[bookmark: _Toc11399308]Checking spelling
You should always read through documents carefully to check for spelling errors. Doing this will often reveal misspelt words or typos, which require correcting. You may also want to run a spell check, but this may occasionally miss some errors, so you will need to be meticulous with your manual checking.
Poor spelling will portray an unprofessional image of your organisation, which may damage its overall reputation. Make sure you take the time to get the basics right if you want your document to be taken seriously.
[bookmark: _Toc11399309]Checking content for accuracy
It is important that all content is accurate and truthful, if it is to achieve the document’s objectives and be approved by senior members of personnel. You will need to analyse all information, establishing where it came from and how it was collected, to verify it.
Make sure that you:
fact check all content
carry out research on a broad scale, using a number of sources
provide the reader with context when it is required
reference content, such as quotes and research
attribute photographs and pictures.
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[bookmark: _Toc11399311]Activity 3.2: Check grammar, spelling and style
1. Which areas of grammar and punctuation should you pay special attention to when reviewing your text? Give five examples.





Check your brochure for spelling, grammar, and punctuation errors. Also, proofread for meaning as some errors are not detected by the software for you!



[bookmark: _Toc11399312]Ensure draft text is approved
By the end of this section, you should be able to:
identify relevant personnel who are authorised to approve documents
explain and give a brief overview of the document
ask the relevant personnel to approve documents.
[bookmark: _Toc11399313]Identifying relevant personnel
Occasionally, you will need to seek approval from a member of staff with the authority to sign off documents. The personnel who deal with the approval of documents will vary between organisations, so it is important that you find out who to approach in your workplace.
Relevant personnel may include:
managers
supervisors
a member of your team with expertise in a specific subject
heads of departments
owners and directors.
[bookmark: _Toc11399314]Requesting approval
When requesting approval, you will need to brief the staff member on the document’s contents. They may also need to know who the document is aimed at, how it will be disseminated, and about the information sources used to create it.
To request an approval, you will need to:
approach the correct member of staff when they have time to listen
give an overview of the document to the person
explain what the document is, who it’s for, and what purpose it will serve
give the finished copy of the document to the person for inspection
get the document signed off.
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	[bookmark: _Toc11399315]Practice activity


[bookmark: _Toc11399316]Activity 3.3: Approval
1. Your manager at Plan2go (also known as your teacher!) needs to approve your brochure. How would you request approval?
 


[bookmark: _Toc11399317]
[image: C:\Users\swheeler20\TAFE NSW\Technology & Business Services - Product Development - BSB\Shutterstock images\Human Resources\shutterstock_297531665.jpg]
Figure 3 © Shutterstock copied under licence
Incorporate revisions in final copy
By the end of this section, you should be able to:
spot weaknesses and mistakes
edit work until it reaches an acceptable standard
draft documents numerous times to make sure all mistakes are removed, and so that the document reaches its requirements.
[bookmark: _Toc11399318]

Identifying weaknesses and errors
Before you can make revisions to your document, you will need to identify any errors that still remain and establish which areas require improvement.
You will need to look out for mistakes, such as grammatical errors, misuse of punctuation, and typos, as well as more serious issues, such as inaccurate and misleading information. 
You may also identify areas of the document that require more detail or further explanation. You should keep in mind the purpose and aims of the document, and make sure that the information included contributes to meeting those aims.
Watch out for:
spelling mistakes
grammatical errors
numerical errors
false statements
inaccurate information
misleading statements. 
[bookmark: _Toc11399319]Incorporating revisions
When incorporating revisions in your document, you will not only need to make sure that revised content is correct, but that it also fits with surrounding content and the document as a whole.
For example, if you take out two instructional paragraphs in a manual and replace them with two summarised bullet points, you will need to make sure that the reader still has all the necessary information to complete the task they are being instructed on. 
You will also need to make sure there is a level of continuity by reading the content before and after the revised material, in order to make sure the revised content fits.
To incorporate revisions, you will need to:
remove errors and extraneous content
make sure any revisions meet the standards required for content
ensure that any new material fits with existing content
make sure new material is accurate and truthful
carry out spell checks and grammar checks.
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	[bookmark: _Toc11399320]Practice activity


[bookmark: _Toc11399321]Activity 3.4: Incorporating revisions
1. What processes do you need to go through when incorporating revisions in your documents?







Topic 4
Produce documents


[bookmark: _Toc11399322]Topic 4: Produce documents
[bookmark: _Toc11399323]Introduction
In this topic, you will:
choose basic design elements for documents appropriate to audience and purpose
use word processing software to apply basic design elements to text
check documents to ensure all requirements are met.
[bookmark: _Toc11399324]Choose design elements
By the end of this section, you should be able to:
choose appropriate word and paragraph design options
choose appropriate page shape and size options
choose appropriate pictures, photographs, and illustrations
choose appropriate colours.
[bookmark: _Toc11399325]Choosing word and paragraph options
You will need to make sure that all design elements suit the purpose of the document and that they are appropriate for the target audience. This includes all elements of design relating to word and paragraph styles, of which you will have a wide range of choices if you are using word processing software.
You should always make sure that you use paragraph and line spacing options that make the content as clear and as easy to read as possible.
You should use font and size options to make headings stand out and look appealing, while making the body of the text clear and readable.
You will need to consider:
fonts and sizes
heading design
capitalisation
underlining and italics
paragraph and line spacing.
[bookmark: _Toc11399326]Choosing appropriate page options
You will need to choose appropriate page options when it comes to producing your document, and this will largely depend on the type of document you have created. Organisations will normally have a page template for most documents and it is important that you stick to those specifications.
For example, if you are creating a leaflet then you will want it to be around A5 size, using a medium to good quality paper; however, if you are creating a brochure, then you may want to use A4 size paper of a high quality.
You will need to consider:
page size
page shape
page materials/paper type 
template layouts
margin sizes.
[bookmark: _Toc11399327]Choosing appropriate pictures, photos, and illustrations
Pictures and photos can liven up a document that is text heavy and potentially dull. A well-chosen and well-placed picture can lighten up a page and make the text seem more manageable, and this is especially important when you are designing marketing documents, which contain your organisation’s products.
You will also need to be aware of your organisation’s branding and use any logos, colours, and company marks to increase the reputation of the organisation and make documents more noticeable.
You will need to consider:
placement of logos and branding marks
use of charts and graphs
use of colour
photographs of products
pictures which support instructional and warning materials.
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	[bookmark: _Toc11399328]Practice activity


[bookmark: _Toc11399329]Activity 4.1: Basic design elements 
1. Now that your brochure is almost ready to go what page options will you select?


Open your brochure and place your selected images into the appropriate places within the text. Check the Plan2go logos and other branding marks have been used correctly. Save the brochure to your USB and bring it to class to show your teacher.

[image: C:\Users\swheeler20\TAFE NSW\Technology & Business Services - Product Development - BSB\Shutterstock images\IT\shutterstock_287048351.jpg]
Figure 4 © Shutterstock copied under licence


[bookmark: _Toc11399330]Use word processing software
By the end of this section, you should be able to:
use a word processing software to format paragraphs
use word processing software to apply headings
use word processing software to add bullets
use word processing software to add images, graphs, charts, and tables.
[bookmark: _Toc11399331]Using word processing software
Most word processing software will allow you to apply basic design elements to your document – whether you need to place pictures next to your text, or an artistic twist to your titles.
It is recommended that you spend time working on practice projects to learn how to use your software and to get to grips with the design options it offers. 
Paragraph indentations and spacing options
Think about the general layout of the body of the text and how the reader sees it on first glance. Ideally, you want text that is well spaced and easy to read. Tightly packed text can make a page look daunting, and this may be off-putting for some readers.
Applying headings and using appropriate fonts and sizes
You may need to use a variety of different sized headings across your documents to draw attention to subject areas and to help organise the text.
Think about the fonts and sizes you use for headings and what message this sends to the reader. For example, if you are writing a report, then you will need a heading that looks bold and official, while if you are creating a brochure, then you will have more room to be artistic in your choice of font.
Using bullets to highlight key points
A good way to highlight key points is to use bullet points. As you may have noticed in this student workbook, bullet points have been used to summarise and highlight important information, with different styles of bullet points used to organise this information and to add detail.
Consider how you can use bullet points to break up the text in your document, and draw attention to important points that you wish to highlight.
Adding tables, charts, graphs, and images
Most word processing software will allow you to create tables, charts, and graphs, and these can be used to show findings and numerical data in a clear and understandable format. You should look to experiment with the different options you have when using these tools, as you will be able to adjust how they look, the colours used, and how they appear on the page.
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[bookmark: _Toc11399333]Activity 4.2: Word processing software 
1. How do you use word processing software to choose paragraph indentations and spacing options? Why is this important?



When would you use graphs or charts in a document?





[bookmark: _Toc11399334]Check documents to ensure all requirements are met
By the end of this section, you should be able to:
carefully read finished documents
critically review documents
ensure all document requirements have been met.
[bookmark: _Toc11399335]Checking documents
It is important to spend time carefully checking your document when you have completed the final draft. A thorough read through will often reveal simple, and easily avoidable mistakes.
Check for:
typos
missing information
incorrect information
grammatical mistakes and punctuation errors.
Using a checklist
It can be useful to use a checklist when reading through your document for the final time, as this will help to ensure you have included everything you need to.
Below is an example checklist which includes general points, but you will need to use a specific checklist for the document you are creating.
Make sure there is/are:
a title page
an overview
a contents page
conclusions and a summary
graphics
page numbers.
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	[bookmark: _Toc11399336]Practice activity


[bookmark: _Toc518632731][bookmark: _Toc11399337]Activity 4.3: Checking documents 
1. Why is it important to make final checks on documents and what specific things should you look out for?



Design a checklist for your brochure and undertake a final review. Save your checklist and your finalised brochure on your USB and bring to class for a final review with your teacher.

[bookmark: _Toc11399338]Summary
Well done on completing this workbook. Your brochure will be complete and you should now have the skills and knowledge to plan, design, draft, and produce complex documents. Best of luck with your assessments!



[bookmark: _Toc11399339]Appendix A
[bookmark: _Toc11399340]Document plan
Document Name: [Title]
	Purpose 
What is the document saying?
What is the aim of the document?
	

	Audience
Who is it intended for?
Who else might read it?
	

	Method of communication
(format and structure)
Is the document best written as a letter, email, report, flyer etc.?
How does the document need to be laid out?
	

	Key points
What information must be included?
	

	Organisational requirements
Is there a template that needs to be used for this document?
What are the style guide requirements?
	

	Means of communication
What is the best program to create this document in?
	

	Additional Information
Will the tone be formal or informal? Why?
Will active or passive language be used? Why?
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