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As the primary shareholder 
communication for most 
organisations, it is critical that  
users find both the printed  
and online versions of your  
annual report easy to find, read  
and comprehend. 

Organisations often approach the writing 
of their annual reports with an internal 
perspective. Understanding your audience 
and their varying levels of business 
sophistication, and presenting your 
information accordingly leads to a greater 
appreciation of, and confidence in your 
organisation and its business practices.

Best Practice Principles

•  Is there clear and easy to understand 
commentary on, and interpretation of 
operating and financial results?

•  Is the writing clear and concise, written  
in plain English with short words and  
short sentences? Does it use an active rather  
than a passive voice? Are headings and  
sub-headings interesting and engaging? 

•  Is the typeface and type size easily read?  
Are the pages crammed with words, tables  
and figures, or is the information well  
spaced-out and easy to read?

•  If your report contains complex information or 
terminology, is there a table of definitions or 
a glossary of terms? Is it as free of jargon and 
technical terms as possible?

•  Is the organisation’s website easily found,  
and is the report easily found from the 
websites home page? Can your online report  
be found on Google?

‘Is the report written in plain language and 
available in a form that is readily available  
to major stakeholders and report users?’  
Criteria statement: IPAA Annual Report  
Awards Program. Institute of Public 
Administration Australia.

‘Is the information easily understood by non-expert  
users (ie. even if it’s complex, does it have sufficient 
explanation to make it usable)?’ Criteria statement:  
IPAA Annual Report Awards Program. Institute of  
Public Administration Australia.

Shareholder Access; easy to 
read, easy to understand.
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British Airways  
Annual Report and 
Accounts 2008

Land Securities  
Annual Report 2008

Sainsbury PLC  
Annual Report and 
Financial Statements 
2007
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If you would like to 
know more about 
our methodology for 
transforming good 
annual reports to 
great shareholder 
communications 
and how it may 
be applied to your 
report, call our  
client services 
director Malcolm  
on (03) 9693 0000.




