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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:
QUESTION ONE
I. Advantages of the printed word 
· Its capable of reaching in one broad sweep, almost all publics
· It also enjoys the unique advantage of permanency-in the sense that th brochure or manual will always be there for information or reference at any given time.
· Information is given in great deal.
· It will be read by any number of people in and outside the outside the organization
· No limited public.
Limitations of the printed word
· Not everyone is literate-there by reducing the number of the readership
· It is time consuming
· Requires professional writers with the passion to inform.
· Requires authenticity and clarity.

II. Steps involved in planning of corporative publications
· Copy preparations
· Full editorial instructions
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· Determining the size of the publication and number of copies
· Choice of paper to be used
· Selection of type composing
· Estimation of size of compound matter
· Preparing illustrations/visual photographs
· Layout
· Binding style and cover for booklets/souvenirs
· Distribution of printed literature.

III. What are annual reports

Annual reports are defined as regular publications of an organization. They usually contain information about profit and loss, assets and liabilities and a resume of activities. They are generally printed on art paper with colorful illustrations, pictures and diagrammatic representations. Its emphasis is on growth of trends of the organization.

IV. What is the purpose of the journals?
This is a type of publication that reflects the concern of the management in the welfare of employee management relationship both enjoying the resultant benefits. Journals are divided into two categories namely internal house journals and external house journals. The internal house journals are made for employees where as external journals aim at maintaining close liaison with their regular and potential customers, shareholders and dealers.

V. What are the legal formalities to be observed for bringing out a journal?
· The copyright police
· The right policy
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· Privacy policy
· The patent policy


ACTIVITY.
                The various types of publications, their nature, functions and how they differ from each other  
  A publication is simply defined as communication of a message, statement or text through any means: audio, video, print, electronically as an e-book or on web. Below we are going to look at various kinds of publication, their nature, job and what makes the different from each other. This report is going to explain how effective the publications are when it comes to communication and relationship building.
    THE MANNUAL AND HANDBOOKS: this type of publication  generally contains administrative  procedures, factory or office rules and regulations, services, conditions, provident fund and pension rules which the employee need to be familiar with. They contain authentic information for the guidance as well as observance of employees. They are also changed from time to time but are taken care. This type of publication is expected to have a long shelf-life than others.
   THE ANNUAL REPORTS: these are regular publications of the organization. They usually contain information about profits and loss, assets and liabilities and resume of activities. These are generally printed on art paper with colorful illustrations , pictures and diagrammatic representation in order to emphasize on the growth and trends of the organization. Their size depend on the size of the report itself and also, whether or not there is a resume of activities given in detail or in diagram format. This type of publication depends on the number of shareholders and other important publics for its greatness.
  HOUSE JOURNALS: this type of publication in broad sense reflects the concern of management in the welfare of the employees, their security, safety, service condition
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It also promotes the employee management relationship both enjoying the resultant benefits. This type of publication is divided into two categories namely: internal house journals and external house journals. The internal house journal is practically designed for the employees where as the external house journals aim at maintaining a close liaison with their regular and potential customers, shareholders and dealers. Good quality of paper should be used on this publication thus giving no room for any complaint of discrimination.
  FOLDERS: this is a simple type of publication that is oblong in size, the width and length may differ from folder to folder. It is printed on either side of the sheet and then folded in such a way that it will be easily read and convenient to keep. This type of publication is meant for people who do not have much time to spare for printed literature.
   BROCHURE: a brochure is a booklet with a limited number of pages. It can be a single colour or in multi-colour. Brochures carry distinct colourfull printed covers that attract the attention of the readers, they contain information about the organizations products and services and some other promotions and how to go about them
      IN CONCLUSION: each of these publications are vital to an organization for they carry out different functions for the prestige and success on an organization. They are in nature but carry out one out mate function of effective communication and total sensitization.
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