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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:
1.

I. Printed word refers to the publication of literature like brochures, annual reports, newsletters that the organization uses for both internal and external communication. Printed word is of great importance to the success of the organization because it is expected to;

Reach a wide coverage that majority if not all the intended public will access it.

Have a unique advantage of permanency that it will always be available for future reference.

Delivers detailed information to bring clarity to the intended public about a given message.

Printed word does not have a limited audience. It is available for both internal and external publics.

Printed word however has got limitations among which include;

Printed word has got a limited coverage in areas of high illiteracy levels. This means that the public that cannot read and write will not benefit from the publication.


II. Corporate publications are public relations tools that use the medium of printed word designed and produced on behalf of the organization to convey a particular message depending on its needs and circumstances. The steps taken in preparation of corporate publications include;

Copy preparation. Acquisition of knowledge for proofreading, printing and editing is of great importance.

Full editorial instructions. Depends on the intended objective of the publication. For example; annual reports for financials while as brochures for sales promotion among others.

Determining the size of publication and number of copies. The size and number of copies depends on the budget and funds available for the publication.

The choice of paper to be used. For example, paper used for flyers cannot be the same as that used for annual reports. Choosing the right paper will help in making a cost effective decision.

Selection of type of composing. Types include century Gothic, Italic, Roman and Text among others. The variation of typefaces for headlines and sub-public relations material heads help to obtain contrast.

Estimation of size of composed matter. Corporate publications are published in different sizes for the sake of variety. The attractiveness, importance of theme and the budget are the factors that influence the size of the publication.

Preparation of visuals. Illustrations like sketches, charts and photographs among others are capable of making an immediate impact to the public. These are always accompanied by a short write up on the same page.

Layout. This is the general appearance of a printed page. It may be reading matter or illustrations that have to be arranged in an appealing manner to give good impression to the intended public.

The binding style and booklet cover. This should be used in a more appealing and attractive way of appearance to attract the attention of the public. The use of colorful tint and photographs attracts the attention of the public.

The distribution of printed literature. The distribution of literature depends on the organization’s objective and intended public. Flyers and brochures can be given to any person unlike organization’s annual report.
                                    
III. Annual reports are regular publications of an organization that emphasize its growth trends. Their content is information about the assets and liabilities, profits and losses and resume of activities among others. 

IV. House journals reflect the management concern to the welfare and healthy living of the organization’s employees.

They strengthen the relationship between the management and i employees while enjoying the benefits.

House journals maintain a close liaison between the organization and its regular and potential customers.

V. The legal formalities to be observed to bring out a journal are;

Registration of the journal with the registrar of Newspapers.

Fixing of printing house.

Choice of paper for use in the production of the journal.

Securing of postal concession

Compilation of general mailing list.

2.  Publications like brochures, folders, house journals, manuals and annual reports are instruments that the organization uses for both internal and external communication to its intended public.
It is important to note that all these publications are used in different situations to fulfill an intended objective and therefore most differ in purpose.

Brochures are colorfully printed booklets with a limited number of pages that attract the readers. For example, banks use brochures to publicize their products and services. They are therefore used as a sales tool and are a responsibility of the sales and marketing team.

House journals on the other hand reflect the management’s concern to its employees’ welfare, safety and service conditions. They may therefore not use multi colors to appeal to the reader as staff will always want to read for their own benefit.
They are intended to bring the employees closer to the organization.

Annual reports however focus on the growth trend of an organization. They reflect on the profit and losses, assets and liabilities of an organization. Their length and size depends on how much has to be reported. The intended public is the shareholders since they have invested their money and need to be kept on track.
Annual reports constitute a message from the chairman unlike other publications. This message is printed to project the image of the organization. For example, dfcu Bank produces an annual report which is used to gauge its performance against other competitor banks.

Manuals on the other hand are official publications containing administrative policies and procedures for the guidance and observance of employees. Their intended public is basically the staff of an organization. For example, dfcu Bank has a manual that gives guidelines on conduct, dress code, annual leave management among others.

Folders are very common today, and are basically designed for people who do not have time to read a lot of material. Information is printed on either side of the sheet and then folded in such a way that it will be easy to read and keep.

In conclusion, it is worthy to note that all the above publications differ in the area of intended public and their objectives.
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