Name:
Comparison table for business letter
Saturday, 27 December 2003

	Document features, layout and language
	My own letter for Newton Leisure Centre
	Letter A

(details)
	Letter B

(details)
	Letter C

(details)

	Full description of letter including the purpose of the document and intended audience
	
	
	
	

	What is the purpose of the document? 
	
	
	
	

	Who is the target audience for the document? 
	
	
	
	

	Look at the language used in the document. Is it suitable for its purpose and audience? Give some examples of words or phrases that are/are not suitable.
	
	
	
	

	Suggest at least 3 possible improvements to the document 
	
	
	
	

	Give at least 3 good points of the document you have looked at and discussed. 
	
	
	
	

	Features and Layout (including reasons for any differences identified): 
	
	
	
	

	Size and orientation
	
	
	
	

	paragraph format
	
	
	
	

	margins
	
	
	
	

	headers and footers
	
	
	
	

	line spacing
	
	
	
	

	fonts
	
	
	
	

	layout grids
	
	
	
	

	templates
	
	
	
	

	use of white space
	
	
	
	

	titles and headings
	
	
	
	

	Font sizes
	
	
	
	

	bold italic and underline (text attributes)
	
	
	
	

	hanging indents
	
	
	
	

	tables
	
	
	
	

	tabs
	
	
	
	

	upper and lower case
	
	
	
	

	subscript and superscript
	
	
	
	

	graphics
	
	
	
	

	colour
	
	
	
	

	borders and shading
	
	
	
	

	dividing lines (rules)
	
	
	
	

	bulleted and numbered lists
	
	
	
	

	justification
	
	
	
	

	columns
	
	
	
	

	special symbols
	
	
	
	

	charts and graphs
	
	
	
	

	contents and indexes
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