


Comparing my business documents
I am going to compare two of my business documents: the memo and the business newsletter. 
Purpose
The memo is the most commonly used form of internal written communication. A memo is less formal than a business newsletter however its purpose is to provide a written record of messages sent and received by individuals. Memos are nowadays commonly sent via email especially if they are going to different departments in the same company. 
The newsletter is also a common document used by business, used to promote the company and hopefully increase sales. Newsletters are generally distributed in bulk to potential customers and people in the North West area.
Content
The memo consists of a logo and short text insert addressing an important issue or reminder, it is much shorter and less informal than a letter and default memos are frequently used within a business. For example, “we have made changes to the spreadsheet as requested” would be a typical thing for a company to say in a memo.  The message is a message to my manager informing him of the changes I have made to the database.
The newsletter is more text based document which is about 3-4 pages long. My newsletter contains information about ‘Hindley Business’, ‘The School’, ‘Mornington Estate Agents’, ‘Websites’, ‘Staff Recruitments’ and ‘Induction Day’. The newsletter contains various images relating to the text such as the Mornington Estate Agent logo and tables displaying figures which would be easy to understand by the reader. The newsletter includes various pie charts to display numerical information. I have used various text styles to enhance the content and make the reader want to read the newsletter.
Layout
The layout consists of various qualities of the documents. The house style should generally have a continuous colour theme and should be easy to read, simplistic and look professional.
The memo is printed on A4 sized paper, this is because the paper is nor too small of too big. The memo doesn’t really contain lots of information and so therefore doesn’t need a larger sheet of paper. A5 paper wouldn’t seem very professional and so therefore A4 paper is opted for.
The newsletter is printed, also, on A4 paper, although it can also be printed on A3 paper, this would look more professional however, and information may be scarce. This is generally because A4 and A3 paper is easier to buy and isn’t too small or too big. The newsletter contains relevant information which with the help of alternate font sizes could fit to both paper sizes; larger paper like A2 isn’t required.
The font that was used for the memo was Arial, size 10. This is because Arial is a simplistic common font that is available on all types of processing program. Most professional documents normally consist of Arial text. For the newsletter, Times New Roman was used, this doesn’t maintain the house style but this is also a professional font and would promote the business documents.
Black was the chosen colour that I used for the font on both my memo and newsletter. Black is much more professional than other colours as colour is generally associated with documents to attract the younger generation and these documents are formal. A plain white background is used for both documents as this is more professional. Most printers only print in black and white and this would also save ink for the Mornington Estate Agents printer as limiting use of coloured ink would save replacement of cartridges. Coloured headings appeal to the reader and so are used on the newsletter.
Logos have been placed on both of the documents. The same logo was used to represent Mornington Estate Agents company, the customer would recognise the company logo and know immediately that the document was from this specific company. The main colours in the logo are blue green and black, these colours are prominent and would appeal to a customer, attracting them to the business. Green relates to the uniform colour at Hindley High School which provides sufficient funding for Mornington Estate Agents. The logo is situated on the top right of the page; this looks professional and most letters and business documents contain company logos on the top right of the page.
There is more space towards the bottom of the page on the memo document, this is because both the memo is short; the blank space just fills the rest of the page. The newsletter, on the other hand, is filled with text and so is very informative. Relevant images that apply to the text are also added to the newsletter to give the reader a more understood view of what the text was saying.
Various different programs are used for creating different business documents. For the memo I used Microsoft word, this is an easy program to use as it is integrated with a help wizard and it very simple to use. Images are easy to upload which makes the logo easy to insert onto the word document. Things like date and time can be automatically updated when the document is opened, this is sufficient as you can use the same template each time for the memo and the date will be the correct date. As well as this, if needed, there is the possibility of adding clip art onto the documents: the graphics and text can be controlled on how they react together. Mail merge is also available on Microsoft Word, this merges information from one computer program like Spread Sheets to another. This is commonly associated with sending out letters or memos to a wide range of customers, just like Mornington Estate Agents would do. Different fonts are also available which lets you choose the type of text that suits your business most. As well as this, emboldening, italics and point size lets you edit the text to suit your own personal taste. If for some reason, English language capabilities weren’t up to scratch for employees the built in spell checker on Microsoft Word ensures that the business document is fully professional, consisting of no spelling errors. 
The newsletter, however, is produced in Microsoft Publisher. This is very useful like Microsoft word and offers you the same tools to use. Emboldening, italics and point size helps you edit the text to fit it on the page and suit the style required. Images can be inserted on to documents via this program with ease and can be moved around and situated accurately. Attractive word art can also be added via Publisher which will make the newsletter much more appealing and interesting to read. It would also appeal to a much greater audience.
Improvements
To improve the newsletter I could possibly advance the logo or make it more appealing. Possibly I could store the original layout of the newsletter and change the information on the newsletter if necessary. Then, when a newsletter to promote for a certain area of business is required, the newsletter can be automatically opened and changed accordingly and sent to the customer or colleague. 
Making my newsletter more professional would be relatively easy, fonts should be kept relatively small. However, if the empty space on the page is quite vast, which is highly unlikely, then the font may be enlarged so that the document looks more professional. Writing should be kept black to ensure that it can be printed by any black and white printer and looks much better than coloured ink. Colour is mainly for a younger audience although can appeal to most audiences as well. Font style should be kept to a simple font like Arial or times new roman. Images should be limited but relevant and writing style should be advanced containing a wide range of vocabulary in order to seem professional. Images should be kept on the low and graphs should be used in order to show that the business is well run and organised. 
Making my memo more professional, like the letter, would also be very simplistic. Basically, the same changes should be made. However, the memo should be kept as short as possible as if it was long then it would possibly be classed as a letter. Font styles should be kept simple like Arial and times new roman and should be kept black to maintain a professional theme throughout the business document. Graphs really shouldn’t be used in this type of document. Images could possibly be used to explain what is said in the memo, however, shouldn’t really be needed as memo’s are relatively simple and straight forward. 
Sustainability
To make it possible to send the same newsletter to forthcoming customers, the newsletter should be stored on the network to make it possible for all clients to access. This letter should be then printed and sent on. The computer needs to have sufficient memory in order to store these documents. As well as this, a mail merge could be set up so that the recipient does not need to be entered numerous times. A mail merge consists of a process where names of data file are used as markers and before the letters are printed, the word processor will read data from fields in spreadsheets and place it in the coded space on the standard letter. This enhances speed and personalised newsletters get a much better response than general leaflets associated with sales campaigns. 
The template of the memo is always available for use again; however, the notes and information in the memo document would possibly need to be changed when used again. The date is already in place and would not need to be updated as it automatically updates when loaded. The template consists of the logo as well as the general layout and so therefore would be a perfect template for any memo documents.



