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Skill Area 4 – Lay out and present information

4.2  Present information in a consistent way

Candidates need to be able to recognise inconsistencies in writing and presentation style. They should be able to identify where page, paragraph text or number formatting is used inconsistently.

Questions may, for example, require candidates to:

a. identify inconsistencies in a presentation (including unintended variations in headings, image layout, paragraph styles, bullets and numbering, tabs, indents, line spacing, text fonts, font styles, font sizes);
b. identify, for a given situation, whether a formal or informal writing style should be used.

This Skill Area will focus on different types of document and errors of inconsistency. It will give examples of documents and examine where the inconsistencies are.  It will also give hints on how to identify formal and informal writing styles.

Writing styles

Informal writing styles

You would use this style of writing when writing to friends or close acquaintances.  Emails are often in an informal style and the use of email symbols to signify mood, i.e:

 ;-) 
winking

 :-) 
smiling

:-( 
unhappy

When these are turned on their side, they make more sense.

Informal writing may be punctuated with more explanation marks (!) than formal style.

Formal

Formal writing styles are used for business, important or serious situations.  If you don’t know the person and want to have a record of what you’ve said (for a complaint, for instance), writing to the bank, a reporting on a crime, etc, your style of writing must reflect that this is more serious than writing to a friend.

There are some rules for formal writing as if anything goes wrong, the person receiving the correspondence or reading the notice could have grounds for a legal claim against you or the organisation you represent.  Not so many formal communications are sent today as more people use the phone to call customers in a more relaxed way because of this.

Do’s

1. If you are writing a letter or email on behalf of an individual or an organisation, let them check it before you send it out. 

2. Be consistent with layout – use the same font and heading styles throughout the document.

3. With letters, check the ‘house style’.  There may be organisational rules about how letters are laid out, ie, always leave 1 inch/2.5 cms below the heading before starting, wider margins than usual, etc.

4. If you are preparing an invoice, check the totals carefully.  Add E&OE to the bottom of an invoice.  This means that Errors and Omissions are Excepted, i.e. errors are ‘excused’ and you can send a further invoice or a credit note if a mistake has been made.

5. Leaflets, flyers, etc – if you are using information from another source, you must say where you got this from (Copyright ©) and include website addresses and names.

6. Reports are formal and may be used for future reference so must be accurate. Check carefully before submitting them.

Don’ts

1. Mix fonts and headings as it will confuse the reader.

2. Don’t assume that emails won’t be printed and kept for future reference and held against you.
3. Don’t lie on leaflets and posters – you will be found out by someone.
4. Don’t make jokey comments on letters or reports.
5. Don’t use slang or abbreviated words for formal correspondence.
6. Don’t fax confidential information or leave private messages on an ansaphone as they might not get to the person they were intended for.

Example of informal style of writing

Thanks for the email :-).  Hope all is well and that you’ll be around next week for the party. 

Love  Sue

Example of formal style of writing

Dear Miss Jones 

Thank you for your letter of 10 January.

I will be happy to visit your company next week on 18 January to discuss our new venture.  

I look forward to meeting you.

Yours faithfully

Examples of inconsistencies

The following examples will help you to see what inconsistencies are and how to correct them.  On two of the examples, a corrected copy has been given so that an overall effect of what looks good and what doesn’t, can be used as a comparison.

Example 1
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Headings:

Two styles of heading have been used – different fonts have made one heading inconsistent, even though they are both in capital letters. Either one is suitable, but both must be the same font type and style.

Article two – the sub-heading for the third column is at the bottom of the second column.  This should appear with the text it is for.

Paragraph spacing:

There should be one blank line space between all paragraphs.  The first article has a variety of different spaces and the second article has none.

Punctuation:

The first heading ends with two punctuation marks - ? and !.  Avoid over-use of the exclamation mark (!).

 Example 2
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Punctuation

The word university is only a ‘proper name’ when it is the name of a university, i.e. Southampton University.  Don’t use capital letters when talking about universities in general.

Missing apostrophe in the word ‘Theres’ (first line).  The word means, ‘There is’ and therefore there should be an apostrophe to take the place of the missing ‘i’.

Ellipses (second line) – There should be three dots with a space before and after.  There are no spaces in this example … although there are the right number of full stops.

Example 3
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Headings

There are very mixed styles of heading here including the use of colour and font styles.  

There are also inconsistencies in the use of initial capital letters on the headings – if some words are capitalized on the initial letter, all should be, ie, 

Driving Lessons – Where and how much 

should be

Driving Lessons – Where and How Much
or

Driving lessons – where and how much

Line spacing

There is a missing space between the first heading and the body of the work.  There are also missing line spaces between the paragraphs on this first article.

Use of bullet points

Use of bullet points would have clarified some of the points in the second section.  If points are being made, it is easier on the eye if bullets or numbers are used.  

Punctuation

On the first line of the first paragraph, a new sentence has been started after the word, ‘England’.  However, there is a space missing after the full stop.

At the end of the same paragraph, there is a space before the colon (:).  There should be a space before, but not after.

There is a space missing between the words ‘date will’ and a full stop missing at the end of the second paragraph.

Correct Copy
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Example 4

[image: image5.png]Document? - Microsoft Word

| Bl Edi View Insert Fomat Took Table Window Help ‘
IDzdsRy|[itad(o-- RBEOR=S BT = - 0.
] O-<-A-

= [Tmes New Roman =19 «| B Z U |

Driving Licence

Youmustbe 17 yeasof g 1 be bl o v in Engn You il e  proviione g
oence. Fulldtels ca'e found o ot ypes of once on

‘v goualsiversiappled

Koo, if i isyou st e (forca,motoryel, medimlrgevehil or i) fhe
ot o' dtevlle £2750

What if you aren't yet 172
Youean

Buy a copy of the Highway Code (€1.49) and fanliri yourself with the theory
Contact a dving instructor before you are 17 for advice

Apply for you provisional lience (1p to two months before 171h bithday)

Look at the med from  driver’s poind of visw when out with thers

Leamn to ide & maped—yon can do this at 16

WHAT IF YOU STILL CAN’T WAIT?

There are offvoad training facilites or under 17 year-alds, You can find a it wnder
i learners.co.uk. However, it will ost youl Maghe sroushoud ask your parents tosend.
o on a cowse for  birthday or Chrstras present.

2
Driving Lessons—Where and how much? g

Sec 1 i |mss iz e [ i B b Ok | G|

4 stan] | 5 SheiaPoie.. | i RecycleBin [ 3 Micros... - [] MicrosoltEx.. | [B] publstertn.. | [B] Leatlt-Hicr | | ‘ « R 0807





Paragraph styles

Inconsistent paragraphing has been used in the above example.  The second paragraph has been indented.  This should be blocked as the others are.

Example 5
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Bullets points and numbering
In this example, bullets have been mixed with numbering.  The same style should be kept throughout this information.  It can be either bullets or numbering, but not both.

Example 6
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Bullet points
Two types of bullet have been used here.  There should only be one style

Punctuation

Use of exclamation mark at the end of both items loses its purpose.  A full stop or nothing would be much better.
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Example 7

Headings

The main heading isn’t centered on page or above columns.

Two headings have words highlighted, the third doesn’t.  All or none, please.

Picture
Pictures should all be the same size.

The second picture has been ‘squashed’ when re-sizing.  To avoid this, hold Ctrl as you resize.

One picture has a border. Ensure that you have all borders, or no borders.
Pictures should be lined up consistently with headings or body of work.

Correct Copy
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Example 8
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Line spacing
Numbers 1, 3 and 5 are in one-and-a-half line spacing.

Number 4 is in double-line spacing.
Number 2 is in single-line spacing.
Text justification
Numbers 1-3 are ragged margins whereas 4 and 5 are fully justified.

Example 9
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Paragraph styles
A mixture of paragraph styles has been used.  Paragraph one is a hanging indent; paragraph two is fully blocked and paragraph 3 is indented.

You should stick to one style and use consistent line spacing with these.

Font type

The font type is a little fancy.  If the article was much longer, a plainer font should have been used as it would be easier to read.

Punctuation error
On the last sentence of the article there is a missing apostrophe in the word ‘Lets’.  The word means ‘Let us’ and should have an apostrophe in place of the missing ‘u’, ie, Let’s.

Example 10
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Font sizes
The article has a different font sizes in the second and third sentences.  In this instance, it is fairly easy to see. When the point size is only one more than the majority of the work it is harder to see.  However, errors like this should not be left.

Practice questions

1) Pick three of the following that could make the following article look more attractive:

i. Right justify

ii. Embolden the heading

iii. Blank line space between paragraphs

iv. Embolden all the text

v. Change the font style
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2) In the following advert, the heading has been positioned:

i. Centred over the page?

ii. Centred over the block of text?

iii. Justified to the right?

iv. Justified to the left?
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The image on the advert is positioned:

i. To the right of the text?

ii. To the left of the text?

iii. Centred over the text?

4) What has been used to make the headings stand out?

i. Underscore

ii. Change of font

iii. Emboldening

5) What are the two inconsistencies in this article

i. Font sizes

ii. Emboldening

iii. Use of initial capital letters in headings

iv. Font styles

v. Justification
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Answers

1) These three could make the following look more attractive:

· Right justify

· Embolden the heading

· Blank line space between paragraphs

2) The heading has been positioned:

· Centred over the block of text

3) The image on the advert is positioned:

· To the left of the text

4) What has been used to make the headings stand out?

· Emboldening

5) What are the two inconsistencies in this article

· Use of initial capital letters in headings

· Font styles (the fonts changed just after the word ‘shampoos’ on the second line).
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