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Welcome to NDA’s monthly email newsletter for June 2008.

Last month we received a phone call from an organisation in Brisbane asking us to present our Business
Writing Skills course there. Apparently the course was exactly what they wanted and more relevant than
those offered by any of the local firms. So — score one to Tasmania!

Writing is something most of us do frequently:

o Clear writing saves time by avoiding misunderstandings.

o Persuasive writing increases revenue by winning more business.

o Well presented writing makes us look more professional.

One health fund saved $2 million in call centre staff costs over two years by changing the wording of a letter
about a premium rise — and Britain’s Royal Mail found 30% of people boycotted products because they did
not like the writing style of company letters.

So how much thought do we give to what we write? | suspect most of us write with a general idea of what we
want to say, give it a cursory check for accuracy and click the Print or Send button.

How much more value could we extract from our written communications if we invest as much care in them as
we do with our footy tips / eBay purchases / share portfolios (tick as appropriate)?

This month’s newsletter shows how you can write your way to success and identifies a Word tool that
measures the clarity of your writing. We also list some tips that will help make the presentation of written
material more professional.

Kind regards

Nigel Davies

Director, NDA

PS Since the beginning of the year NDA has achieved a 50% increase in enrolments for gualifications. Call
Chris on 1300 765 736 to discuss how NDA'’s approach to qualifications can benefit you.

Write your way to success — six simple steps

1. Decide why you are writing. Is it to inform? Is it to persuade? Do you want readers to do something or
change their point of view? When you have decided this, write the document to achieve your purpose.
2. Explain why you are writing in the first sentence.
3. If you are writing to inform, present your information clearly (see Measure the readability of your writing and
Professional presentation below). Omit unnecessary material. If you are writing to persuade, support your
claims with facts or testimonials.
4. Finish by telling the reader what you want to happen. If it is a job application, ask for an interview. If it is a
report, list the recommendations. If it is a proposal, ask the client to purchase your product.
5. Edit the document. Does it represent you in the best possible way? Can it be improved? Editing is usually
more successful if you return to the document a day or so after writing it.
6. Proof the document. Check the spelling with the spelling checker. Check the sense by proof reading. Ask
someone else to read the document to identify errors you are unaware of.
To improve the quality of your organisation’s written material call Kristina on 1300 765 736 for information on
Business Writing Skills and Writing Convincing Reports.
¢ “lloved this course and thought that it was very informative. Thanks for the good time!”

AJ, Australian Red Cross, Business Writing Skills

¢ “lt was informative and interesting but also fun and relaxed, a great way to learn”
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LW, Asthma Foundation of Australia, Writing Convincing Reports
Measure the readability of your writing

Effective business writing is short and to the point. Use short sentences and short paragraphs. People are

more likely to read letters that are less than a page and e-mails that are only a few lines long.

Use simple, direct language. Words like “loss” are more accurate than “negative growth”. Avoid meaningless

phrases such as “in terms of that situation”.

Microsoft Word has a tool that measures the readability of text. To use the tool:

1. Choose Tools, Options, Spelling and Grammar.

2. Switch on Show readability statistics. You will have to switch on Check grammar with spelling to access

this check box.

3. Select all or part of your document and choose Tools, Spelling and Grammar.

Word will check the spelling and grammar of the selected text and display the readability statistics:

o Flesch reading ease. Aim for a score of 60 — 70 out of 100. The higher the value the easier your document
is to read. This part of the newsletter scores 66.

o 2. Flesch-Kincaid grade level. Aim for a score of 7 — 8 which means that the document could be read by a
student in grade 7 or 8. This part of the newsletter scores 6.2.

Professional presentation

The following suggestions apply to documents that are to be printed.

1. Use a typeface that is easy to read. Although many publications recommend a serif typeface such as
Times New Roman, the modern trend is towards the cleaner look of a sans serif typeface such as Arial.
This newsletter is written in Arial Narrow.

2. Use a font size that is big enough to be legible but not so big as to appear childish. Eleven points is an
effective compromise for print.

3. Use full justification to achieve a clean right margin.

4. Closely spaced, ‘dense’ documents are intimidating and less likely to be read. Give the reader some ‘eye
room’ with wider margins, increased line spacing (try 1.5 lines) and space after paragraphs (try 9 points).
Experiment with Condensing or Expanding the font by up to 0.5 points to achieve a tighter or more open
appearance.

5. Highlight document headings by using a larger version of the same font. Add some space before headings
to separate them from previous paragraphs.

6. When you have achieved satisfactory formats, save them as Body Text or Normal styles and Heading
styles in the relevant template so they become the default for documents of this type. NDA's Intermediate
Word course teaches these skills.

Stand by rates

NDA is now able to release the following courses for Stand-by enrolment, some at significant discounts on
standard rates (to obtain the discount, please mention this email when making bookings):
Hobart - IT courses

Word Advanced 2007 23/27 May — 25% discount $345 (standard rate $460)

Introduction to PCs 2007 26/28 May — 25% discount $345 (standard rate $460)

MYOB Advanced 29 May - standard rate $275

PowerPoint 2003 29 May - 20% discount $184 (standard rate $230)

Project 2007 2/3 June — 10% discount $414 (standard rate $460)

Dream\Weaver Introductory 3 June — standard rate $275

Excel Introductory 2007 5/6 June - standard rate $460

Excel Intermediate 2007 6/10 June - standard rate $460

Excel Advanced 2007 10/13 June - standard rate $460

Visio 12 June — standard rate $275

Word Introductory 2003 17/19 June - standard rate $460
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Word Intermediate 2003 19/23 June - standard rate $460

Word Advanced 2003 23/25 June — 10% discount $414 (standard rate $460)
PowerPoint 2007 26 June — standard rate $230

Hobart — Business Skills courses

Superior Customer Service 5 June — standard rate $275

Business Writing Skills 17 June — standard rate $275

Launceston — IT courses

Introduction to PCs 2007 26/28 May — 25% discount $345 (standard rate $460)
PowerPoint 2003 29 May - 20% discount $184 (standard rate $230)

Excel Basics 2007 3 June — standard rate $230

Excel Introductory 2007 3/6 June — 10% discount $414 (standard rate $460)
Outlook 2003 16 June — standard rate $230

Office 2007 Conversion 17 June — 20% discount $220 (standard rate $275)
Word Introductory 2003 17/19 June - standard rate $460

Word Intermediate 2003 19/23 June - standard rate $460

MYOB Setup and Operation 19/20 June - standard rate $550

Word Advanced 2003 23/25 June - standard rate $460

Introduction to PCs 2003 23/25 June - standard rate $460

PowerPoint 2007 26 June — standard rate $230

Launceston — Business Skills courses

Recruit, Select & Induct Staff 27 May — 20% discount $220 (standard rate $275)
Superior Customer Service 3 June - standard rate $275

Time Management 4 June — 20% discount $220 (standard rate $275)

OH&S in the Workplace 16 June — standard rate $275

Conflict Resolution & Assertiveness 25 June — standard rate $275

North West - IT courses

Introduction to PCs 2007 23/26 May — 25% discount $345 (standard rate $460)
MYOB Time Billing 28 May — standard rate $275

MYOB Advanced 29 May - standard rate $275

Excel Intermediate 2007 6/11 June — standard rate $460

Word Introductory 2003 17/19 June 10% discount $414 (standard rate $460)
Word Intermediate 2003 19/23 June 10% discount $414 (standard rate $460)
North-West — Business Skills courses

Business Writing Skills 13 June — standard rate $275

Call NDA on 1300 765 376 for more information or make a booking here. Existing bookings may not be
amended but where at least one person is already enrolled at full price, additional people from the
organisation may be enrolled for 50% of the standard course fee. These discounts may not be used in
conjunction with any other offer.

Our privacy policy

NDA'’s privacy statement is published in full at http://www.nda.com.au/quickfind/privacy.html. If you do not
wish to receive the NDA newsletter, please click here. If you would like to subscribe to the NDA newsletter
please click here.

Contact details

HOBART LAUNCESTON DEVONPORT

Level 3, Trafalgar Centre, Level 1, The Roberts Building,
110 Collins St 65 St John Street 23 Stewart St

Hobart TAS 7000 Launceston TAS 7250 Devonport TAS 7310

Phone: (03) 6224 2660 Phone: (03) 6334 4910 Phone: (03) 6423 4547
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Email: hobart@nda.com.au Email: launceston@nda.com.au Email: devonport@nda.com.au
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