
   

STEPS FOR DESIGNING AN 

INFORMATION BOOKLET 
 

Step One – understanding the task: 

● Read through the task description and the marking rubric. 

● Underline the task words from the task description (e.g., describe, discuss, analyse).  

The purpose of these task words is to direct you and help you identify how to address a question or 

task. 

● Once you understand what the task is asking you to do, e.g., describe a particular concept, theory, 

or process, you can move to the next step. 

Step Two – research and develop your ideas: 

● An information booklet is written for a particular purpose and for a particular audience. 

● Identify the target audience for your information booklet. Examples include student 

counsellors, members of a community, a particular group of people. 

● Now that you have identified the task requirements and target audience, begin researching the 

relevant information to be included in your information booklet. With your research, use academic 

sources, such as your unit textbooks, readings, relevant journal articles or book chapters. As you 

would with other assignments, summarise and take notes from your research. Group your notes into 

themes. These themes can be used as headings / topics for inclusion in your information booklet. 

● Once you have completed your research, write a statement summarising the themes/topics from 

your research and why you have chosen to include those themes/topics. 

● Once you have drafted your statement, refine and build on it to function as the introduction / 

abstract in your information booklet. Keep checking this statement as you are drafting your 

information booklet to keep you on track. 

● Once you have completed your research and drafted an overview statement, you can move to the 

next step. 

Step Three – create your information booklet: 

● The final stage in this process is to develop your information booklet. 

● Using the information (gathered and researched in Step Two), reflect on how you can 

present the content in your booklet in a clear, concise way to your target audience in a MS Word 

document. 

● Consider the layout and how you can use headings, paragraphs, dot points, graphics and images to 

convey your understandings. 



   

● In an information booklet, you do not need to follow APA formatting requirements for the layout 

of the text as you do for an academic essay. However, you do need to follow the APA citation rules 

for in-text references and a reference list at the end of the information booklet for both text and 

graphics. Note: Use APA 7th Edition. 

● After you have developed and proof-read your information booklet, follow the submission 

requirements as per the Unit Outline. 

Additional notes and tips: 

● It will be difficult to start constructing your information booklet without having a clear idea of 

what it will contain. Effectively researching your content as per Step Two will help you here. 

● Sometimes it is easier to draft an outline of your booklet in either electronic or hard copy form 

before developing your information booklet. This way you can move elements such as information 

and images, so your message remains clear, concise and connected. 

● Keep referring to the statement you drafted at the end of Step Two. This will help you 

ensure you contain only relevant information. 

● Be mindful of the word limit as per the Unit Outline. 

● View some examples before beginning. There are many information booklets on the web used by 

a wide variety of organisations to fulfil particular purposes and reach their target audiences. Here 

are some examples: 

NOTE: Do not model your assessment off these examples alone; ensure you read and understand 

the assessment requirements as written in the Unit Outline. 

 

Sample (online) information booklets: 

Workplace mental health: employee experiences - Sonder 

5 Things You Should Know About Stress (nih.gov) 

Taking Control of Your Mental Health: Tips for Talking With Your Health Care Provider (nih.gov) 

The Teen Brain: 7 Things to Know (nih.gov) 

Men and Depression (nih.gov) 

 

https://www.sonder.io/blog/workplace-mental-health-experience/?utm_term=mental%20health%20report&utm_campaign=Rethinking+workplace+wellbeing&utm_source=adwords&utm_medium=ppc&hsa_acc=9679615888&hsa_cam=15281146073&hsa_grp=132380403284&hsa_ad=567340922332&hsa_src=s&hsa_tgt=kwd-614040928&hsa_kw=mental%20health%20report&hsa_mt=b&hsa_net=adwords&hsa_ver=3&gclid=EAIaIQobChMI9bze0LPk9AIVB3ZgCh1NbA_qEAAYASAAEgLB6vD_BwE
https://www.nimh.nih.gov/sites/default/files/documents/health/publications/stress/19-mh-8109-5-things-stress.pdf
https://www.nimh.nih.gov/sites/default/files/documents/health/publications/tips-for-talking-with-your-health-care-provider/19-mh-8094-tipsfortalkingwithhcp-508.pdf
https://www.nimh.nih.gov/sites/default/files/documents/health/publications/the-teen-brain-7-things-to-know/20-mh-8078_teenbrain_508.pdf
https://www.nimh.nih.gov/sites/default/files/documents/health/publications/men-and-depression/mendepression-508.pdf

