Lecture 12
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  Hello and welcome to your twelfth lecture.  In this lecture you will learn the following things:


We have completed up to what the types of advertisements are in the last lecture.  In today’s lecture we shall start with the writing style and guidelines of writing advertisements.

So let us see what writing style of advertisement we should focus.  If you are compiling an advertisement then you should try to follow the AIDA sequence: 

· Get Attention you must attract the reader's attention

· Gain Interest  get the reader's interest by mentioning something, which will appeal to them

· Create Desire  arouse the reader's desire to do something, for example,

· to buy

· to attend a function

· to find out more

· to contact the writer

· Get Action  make the audience do something as a result of reading the ad.

You will achieve these AIDA objectives if you follow these guidelines:

· Use a company logo, prominently displayed

· Compose a catchy headline and display it prominently

· Use spacing to advantage, giving special items prominence

· Categorize the information using sub‑headings, bullet points

· Clearly state the action you want the reader to take

· Make your advertisement eye‑catching

· Aim for your advertisement to stand out from all the others around it

Now we shall move on to some more types of written persuasive communication, namely, leaflets and invitations.

Leaflets


Most organizations produce leaflets or brochures for any number of reasons:
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To publicize goods or services
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To promote special events and promotions
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To give information of any kind

Such leaflets may take the form of a single page, or they could be designed as a folded document.   For example, an A4 size document could be folded once or twice to make a four‑page or six‑page leaflet.


Please turn to page 


of your book to look at an example of a one-sided leaflet.

While designing the leaflets you can use the same writing style of the advertisement.  Along with that you can follow the following guidelines:

· Use a company logo and display it prominently

· Use an appropriate heading, which clearly states what the leaflet is about

· Consider carefully the information that needs to be included in the main body of the leaflet. Break it up according to different aspects of the main theme

· Use sub‑headings and bullet points where needed

· Use straightforward, simple language and short sentences

· Be as persuasive as possible, making everything sound interesting and benefiting

· Use everyday language instead of technical jargon

· Aim for an effective and attractive display that uses space to advantage

· If you want a response then give full details ‑-- what to do, who to contact, telephone number, etc.

· If a portion is to be completed by the reader then use the appropriate form (you shall learn about forms at the of our lecture today.)

Invitations

[Many companies organize special functions for various reasons:
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To publicize a special event

[image: image6.png]



The launch of a new product
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The opening of a new branch office
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The retirement of a senior executive

Sometimes you may have to write invitation letters and other times you may have to reply to invitations.
Invitations may be of two types: formal and informal.

Informal invitation

When you present invitations in the form of a letter it is called an informal invitation.


You can see an example of such an informal invitation and its reply on pages

                    of your book.
Formal invitation

Formal invitations are usually printed on A5 or A6 good quality paper or card.  Often they are specially printed.

You should include the following details while you write a formal invitation:
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Who the invitation is from
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Who is invited (usually a blank space)
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What is happening?
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The date
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The time
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An address for a reply


Please refer to pages


 of your book to see an example of two formal invitations.

When a formal invitation is accepted or refused it is usual to prepare the reply in a similar formal style.


Please refer to the bottom of page

 of your book to see an example of a negative reply to a formal invitation.
Now listen to this 
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So let us now turn to forms as a part of visual communication.

Forms


Even with the impact of information technology, pre‑printed forms are being used more and more for a variety of reasons, such as:
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They are extremely valuable for collecting data in standardized procedures
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They ensure that the form filler completes every piece of information required
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The sequence of information is included in a priority order
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They act as computer data input sources
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New forms can be designed easily to meet new policies or revised procedures

You could see some illustrations of some well-designed forms on page 229 of your book.
Now let us turn to the design of forms.  You should remember the following guidelines while designing forms.
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First of all you have to consider these questions:

a) Who will be completing the form?

b) Who needs the information?

c) Why is this information needed?

d) How would the information be most effectively presented?
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Make a checklist of all the information needed, for example:

a) Name

b) Address

c) Telephone number

d) Fax number

e) Age

f) Date of birth

g) Sex

h) Nationality
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Divide your checklist into appropriate sub‑sections and choose titles for each section.
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Decide on a logical structure for the form according to priority.
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Design your form in draft, making sure that you:

a) Word your questions carefully so that they will obtain the required response

b) Use options boxes where a variety of responses could be given

c) Leave sufficient spaces and lines where the required information will fit​

d) Allow sufficient space when asking open questions

e) Ensure questions and instructions are simple, clear and unambiguous
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Try your form out on a colleague and ask for constructive criticism. Make any amendments based on the useful information obtained from this trial.
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Print the form properly but monitor the first few forms completed. Check that users understand requirements completely and that sufficient space for answers is provided.
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Monitor forms regularly and ask yourself, is the form

a) Essential?

b) Straightforward and simple to complete?

c) Logical in the sequence of questions?

d) Printed on appropriate paper (color/size/quality)?

e) Relevant?

f) Suitable for the purpose for which it is intended?

Sometimes forms are used to get reply.  These are called reply forms.  Reply forms could be tear-off slips, which are often part of circular letters, or they could be reply coupons included in advertisements and etc.

All the guidelines of the forms you have seen above apply to reply forms too.  Two important features of reply form are the details shown at the head and foot.  These details will differ on forms used within an organization and forms used externally.

To better understand the difference between internal forms and external forms please turn to page 


of your book.

You can see in the examples that the internal forms need only the date, name and title of the person to whom the reply is to be sent.  But company name and address is not important.  The replier need only put his/her name, designation, sign and date.  The department, unit, section etc. and extension number of the replier may be given too.
But the external reply forms need all the information of the informal form and some more information too.  The sender’s full name, title and address is put on the form.  It also has to have space for filling the reader’s full name, title, address, signature and date.  Telephone, fax and e-mails may also be asked.
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What writing style and guidelines should we follow in compiling advertisements?


What are leaflets and why are they produced?


What are the guidelines for compiling leaflets?


What are invitations and why are they produced?


What are the types of invitations and how are they written?


What are forms and why are they used?


What are the guidelines for designing forms?








Leaflets or brochures are a type of publicity material, which are usually small in size or volume.  They give quick shot information regarding any matter.
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Invitations are cordial requests to the reader to attend certain programs or functions.
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Forms are certain means of communication, which contain space for providing written information by the reader.  The reader visualizes or reads the requested information and then fills the spaces with the appropriate information.
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