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The National Audit Office continues to co-sponsor the ‘Excellence 
in reporting’ award in the public sector at the Building Public Trust 
Awards. This award is jointly sponsored with PwC to recognise 
trust and transparency in corporate reporting. In 2017, this award 
was won for a second year by Network Rail. The Ministry of Justice 
and Highways England were highly commended for their reports.

The Building Public Trust Awards extend beyond the public sector 
and include categories covering both the private sector and charities. 
Although such organisations prepare their annual reports for different 
stakeholders, much of the content is the same and there are valuable 
lessons to be learned from looking at how other sectors prepare their 
annual reports.

We have reviewed annual reports shortlisted for other categories at 
the Building Public Trust Awards and have included examples of good 
practice from other sectors in this guide, in addition to examples from 
the public sector. These demonstrate how public sector organisations 
might do things differently and continue to innovate to improve their 
own annual reports.

We continue to see improvements in the quality of annual reports. 
The key aspects of HM Treasury’s Streamlining Project continue 
to be embedded and organisations are increasingly using graphics 
to illustrate points and provide detailed analysis of their strategies. 

We are also pleased to see some departments referencing their single 
departmental plans and demonstrating what progress has been 
made against commitments made within these. Accountability and 
transparency continue to be at the heart of the annual report and 
it is important that where organisations make public commitments 
they report progress against these.

Organisations should continue to think about how they integrate the 
key aspects of the annual report into a coherent structure. Strategic 
objectives should be measured against relevant, quantifiable key 
performance indicators and organisations should provide a balanced 
assessment of the risks they face in achieving these objectives. 
Audited figures in the financial statements offer stakeholders a 
wealth of information and organisations should think about how they 
use the financial performance section to complement this and offer 
relevant insights.

We were particularly impressed with how accessible many of the 
annual reports were to users who may not have prior knowledge 
of the organisation or particular financial expertise. Ensuring annual 
reports are accessible and understandable is vital because no matter 
how high quality annual reports are, stakeholders will not be able to 
use them to effectively hold organisations to account if they do not 
understand the content within. 

Members of Parliament, as well as the general public, have a 
real appetite for an accessible and balanced assessment of the 
performance of public sector organisations and their financial 
position. We challenge those organisations to be innovative in 
how they present information in their annual reports to ensure 
they remain a valuable source of information to stakeholders.

We hope that you will find these examples a useful source of 
inspiration to engage your readers as you begin to write this year’s 
Annual Reports and Accounts. We look forward to continuing 
to work with the bodies we audit, Parliament and our wider 
stakeholders, to promote continued progress in the years ahead. 

If you would like further information about the guide, or any aspect 
of annual report and accounts production and audit, please contact 
your usual NAO team, or get in touch via enquiries@nao.gsi.gov.uk.

Kate Mathers 
Executive Leader, Financial Audit  
National Audit Office, January 2018

mailto:enquiries%40nao.gsi.gov.uk?subject=Good%20practice%20in%20annual%20reports%202016-17
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Judging areas
What are the Building Public Trust Awards?

The Building Public Trust Awards recognise trust and 
transparency in corporate reporting. They are sponsored 
by PwC

18 awards presented

Established in 2002

The NAO co-sponsors the award for 
excellence in public sector reporting

In 2017, the award for Excellence in Public Sector 
Reporting was won by Network Rail

50 public sector annual reports and accounts were 
reviewed by teams from the NAO and PwC

Judges assessed each annual report in nine areas. 
The following slides summarise the judging criteria 
and highlight areas of best practice

The NAO’s involvement with the Building Public Trust 
Awards is part of our wider commitment to helping 
raise the standards of reporting by public bodies

Excellence in Public Sector Reporting
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Principles of a good annual report

Accountability

•	 ‘Telling the story’ of the organisation in a fair 
and balanced way;

•	 Compliance with the relevant reporting 
requirements; and

•	 Clear action points to take forward.

Transparency

•	 Frank and honest analysis;

•	 Consideration of the challenges 
an organisation is facing; 

•	 Appropriate use of data; and

•	 Quantification of risks and 
performance measures.

•	 Highlights key trends in the financial statements;

•	 Concise summaries of key points; and

•	 Consideration of how the organisation engages 
with key stakeholders and meets their needs.

Accessibility

Use of:

•	 Plain English to explain difficult concepts;

•	 Infographics and diagrams to communicate; 
important messages; and

•	 Clearly integrated structure to help users 
navigate it effectively.

Understandable
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What did we look for?

•	 Clarity around purpose, strategic objectives and key programmes/projects.

•	 Balanced view of progress against objectives.

•	 Details of future plans to implement priorities.

•	 Strategy clearly linked to performance measures and risks.

Clear objectives with sub-objectives

Clear demonstration of whether 
objectives have been achieved

Balanced analysis of strategic aims

Vision, Strategy and Key Performance 
Indicators clearly interlinked

Clearly explained strategy integrated 
into the rest of the annual report

Clarity around key programmes

Clear future plans

Case studies demonstrating 
achievement of priorities

Clear vision linked to objectives1

2

3

4

5

6

7

8

9

1/10
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Clear vision linked to objectives

Cancer Research 2016-17, page 11

Bold Vision

Consideration of how 
objectives will be achieved

Clear objectives are used 
to structure other sections 

of the annual report

Cancer Research 
are clear about 
what success 

looks like

Public sector organisations should use this as an example of how they 
could set out their statement of purpose and clearly link it to their 
objectives to demonstrate how they will achieve their purpose.

2/10

http://www.cancerresearchuk.org/sites/default/files/cruk_annual_report_2016-17.pdf
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Clear objectives with sub-objectives

Department for Transport 2016-17, page 9

Clear strategic objectives Additional sub-objectives

3/10

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/635176/dft-annual-report-and-accounts-2016-to-2017-web-version.pdf
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Clear demonstration of whether objectives have been achieved

Legal Aid Agency 2016-17, page 13

Shorter term objectives 
are clearly linked to 

strategic aims

Clearly depicts whether or 
not sub‑objectives have 
been achieved in year

Where objectives have not been met, organisations 
should be transparent, clearly setting out why and 
what actions they are taking to rectify this.

4/10

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/632150/laa-annual-report-2016-17.pdf
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Balanced analysis of strategic aims

John Lewis Partnership 2017, page 18

John Lewis considered which factors 
might stop them achieving their aims 
and how they intend to mitigate this

Organisations should ensure they provide a balanced view 
about the achievement of strategic priorities and set out 
clear action points as to how they intend to make progress.

5/10

https://www.johnlewispartnership.co.uk/content/dam/cws/pdfs/financials/annual-reports/jlp-annual-report-and-accounts-2017.pdf
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Vision, Strategy and Key Performance Indicators clearly interlinked

Go-Ahead 2017, page 14-15

Clear, concise vision 
with a three-point 

objective plan

Specific enablers 
to help Go-Ahead 

achieve their objective

KPIs are linked to 
their objectives 

and strategy

USER FRIENDLY EXAMPLE

Each point is linked to the relevant section of the annual 
report where a user can find more information if they wish.

6/10

https://www.go-ahead.com/content/dam/go-ahead/corporate/documents/FY17/Finalised_documents/GO129_AnnualReport_Final_170919.pdf.downloadasset.pdf
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Clearly explained strategy integrated into the rest of the annual report

SSE 2017, page 12-13

Strategy linked to financial objectives. Public sector 
organisations could consider linking their strategy to 

policy commitments or investment strategies 

Strategy clearly explained

Core values of the strategy are set out

7/10

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf
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Clarity around key programmes

Highways England 2016-17, page 40

Details of projects under way 
including stage of completion

Case studies 
highlighting the impact of 

specific programmes

Organisations should ensure that they set out key projects 
and programmes in the reporting period as well as 
progress against those announced in prior years.

8/10

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/638619/S160578_Highways_England_Annual_Report_V25_-_Web_.pdf
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Clear future plans

BEIS 2016-17, page 30

BEIS has set out specific actions 
as to how it intends to meet its 

strategic aims in the future

9/10

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641623/beis-annual-report-accounts-2016-17-update-2-web.pdf
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Case studies demonstrating achievement of priorities

Health Education England 2016-17, page 12

Detailed example of the work Health 
Education England are doing to meet 

their strategic priorities

USER FRIENDLY EXAMPLE

Heath Education England have linked to a YouTube video, so a 
user can find out more about the case study if they wish to do so

10/10

https://hee.nhs.uk/sites/default/files/documents/2528%20NHS(HEE)-Annual%20Report%2016-17_online.pdf
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What did we look for?

•	 Clear articulation of the organisation’s structure.

•	 Linkage between risks, strategic objectives and the annual report narrative.

•	 Quantified risks.

•	 Discussion about how the dynamic of the risk profile has changed over time 
including developments in relation to specific risks disclosed.

Risk management process

Risk appetite statement

Clear insight into the 
dynamics of the risk profile

Detailed risks with mitigations

Strong links between risks 
and strategic objectives

Demonstration of changing 
risk profile over time

1

3

4

5

6

7

1/7

Approach to risk management2
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Risk management process

Department for Transport 2016-17, page 56

Pyramid illustration 
shows how risk 

affects the whole 
business and can be 
managed at all levels

Strong focus on 
accountability 

throughout each 
stage of the risk 

management process

2/7

https://www.gov.uk/government/publications/dft-annual-report-and-accounts-2016-to-2017
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Clear approach to risk management

Department of Communities and Local Government 2016-17 page 38 (Ministry of Housing, Communities & Local Government as of January 2018)

Clearly sets out 
responsibilities for 

risk assurance across 
the organisation

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/624324/59955_DCLG_ARA_2017_Web_Accessible.pdf


Good practice 
in annual reports 
2016-17

Risks 18

Strategy

Risks

Operations

Governance

Measures of success

Financial performance

People

External drivers

Understandable

Introduction

The NAO and the Building 
Public Trust Awards

Principles of a good 
annual report

Risk appetite statement

Network Rail 2017, page 39

Strong, clear statement of the 
entity’s risk appetite

3/7

https://cdn.networkrail.co.uk/wp-content/uploads/2017/07/Network-Rail-Annual-report-and-accounts-2017.pdf
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Clear insight into the dynamics of the risk profile

SSE 2017, page 27

Risks are ranked by how 
likely they are to occur 
and potential impact

Risks are coloured to 
demonstrate changes 

in risk profile

4/7

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf
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Detailed risks with mitigations

Go-Ahead 2017, page 43

5/7

USER FRIENDLY EXAMPLE

Go Ahead have developed a key to clearly link the 
risks they have identified to their strategic goals.

Explanation of how the risk profile 
has changed in the year

Clear mitigating actions set out

https://www.go-ahead.com/content/dam/go-ahead/corporate/documents/FY17/Finalised_documents/GO129_AnnualReport_Final_170919.pdf
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Strong links between risks and strategic objectives

Department for Business, Energy and Industrial Strategy 2016-17, pages 26–29

USER FRIENDLY EXAMPLE

BEIS have used images to link the risks they 
have identified to their strategic objectives.

6/7

Risk analysis should be clearly integrated with 
the other sections of the annual report. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/641623/beis-annual-report-accounts-2016-17-update-2-web.pdf
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Demonstration of changing risk profile over time

John Lewis Partnership 2017, page 34

John Lewis updates the reader on whether 
there has been a change in the way they assess 

risk, for example by combining risk areas

Clear statement of whether the risk has changed 
over the last year and in which areas the change 

has happened to enable accountability

7/7

https://www.johnlewispartnership.co.uk/content/dam/cws/pdfs/financials/annual-reports/jlp-annual-report-and-accounts-2017.pdf
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What did we look for?

•	 Discussion of the different delivery models, the reasons for using  
these models and how they achieved value for money.

•	 Narrative around how business operations support wider  
parliamentary objectives.

•	 For significant contracted-out services: discussion of how these contracts 
are awarded and how the entity manages the on-going contract.

•	 Consideration of capital investment and how it achieves value for money. 

Clear operating model

Creative illustration of operating 
 models in practice

Capital projects

Contract management

Efficiency

1

2

3

4

5

1/6
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Clear operating model

The Crown Estate 2016-17, page 10-11

Each element of the business 
model is clear and concise

2/6

Organisations should transparently set out the different 
operating models they use, the reasons for using those 
models and whether they represent value for money.

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/622107/TCE_accounts_16-17.pdf
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Creative illustration of operating models in practice

SSE 2017, page 4-5

Clear split of the operating model into distinct areas 
reflecting the different parts of the business 

3/6

USER FRIENDLY EXAMPLE

Illustrations are engaging and directly 
related to the business.

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf
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Capital Projects

Highways England 2016-17, page 33

Objectives of capital 
investment set out against 

progress made

Progress is measured against KPIs 
and clearly linked to Highways 
England’s strategic objectives

4/6

Organisations should provide a balanced assessment of progress 
made on capital projects, enabling accountability. Where objectives 
have not been met, actions to rectify the situation should be set out.

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/638619/S160578_Highways_England_Annual_Report_V25_-_Web_.pdf
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Contract management

Ministry of Justice 2016-17, page 48

Where an entity has significant contracted-out services it should set out transparently 
how these contracts are awarded and the continued governance arrangements in 
place to ensure that contracts are delivered sustainably. 

Clear actions as to how contract 
management is being improved

5/6

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/630239/moj-annual-report-2016-17.pdf
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Efficiency

HMRC 2016-17, page 43

Organisations should include a discussion, where appropriate, on what they 
are doing to meet the challenge of reducing the cost of operations and to 
improve efficiency and productivity in delivery of their public service outputs.

6/6

HMRC calculated how much every 
pound costs them to collect

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/635587/HMRC_Annual_Report_and_Accounts_2016-17_web_.pdf
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What did we look for?

•	 Narrative which clearly demonstrates the governance structure and 
tone at the top.

•	 Transparent information about how the Board works effectively to 
govern the organisation.

Clear governance structure

Wider networks

Board attendance and composition

Detailed board evaluation process

Use of case studies to illustrate 
decision making process

1

2

3

4

5

1/7

Engagement with stakeholders6
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Clear governance structure

Department for Communities and Local Government 2016-17, page 33 (Ministry of Housing, Communities & Local Government as of January 2018)

2/7

Clearly articulated 
governance framework

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/624324/59955_DCLG_ARA_2017_Web_Accessible.pdf
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Wider networks

Network Rail 2017, page 53

Diagram showing how Network Rail works 
with other parts of the public sector

3/7

Organisations should think about how 
their work fits into the broader picture 
and communicate that in the annual report.

https://cdn.networkrail.co.uk/wp-content/uploads/2017/07/Network-Rail-Annual-report-and-accounts-2017.pdf
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Board attendance and composition

Go-Ahead 2017, page 48

4/7

Organisations should also set out how the board works as a 
team including aspects such as diversity and balance of skills.

Board composition and attendance 
shown in a clear and concise manner

https://www.go-ahead.com/content/dam/go-ahead/corporate/documents/FY17/Finalised_documents/GO129_AnnualReport_Final_170919.pdf
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Detailed board evaluation process

SSE 2017, page 64-65

The process 
the board 
uses to 
evaluate 
itself is 
clearly 

explained

Action points 
for the board 
and progress 
made against 

these are 
clearly laid out 

and enable 
accountability

5/7

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf


Good practice 
in annual reports 
2016-17

Governance 34

Strategy

Risks

Operations

Governance

Measures of success

Financial performance

People

External drivers

Understandable

Introduction

The NAO and the Building 
Public Trust Awards

Principles of a good 
annual report

Use of case studies to illustrate decision making process

SSE 2017, page 63

Organisations should ensure the 
governance statement sets out the 
actual activities of the board and its 
committees in addition to listing out 
their responsibilities.

6/7

Effective use of case studies to demonstrate 
the process through which decisions are taken

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf
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Engagement with stakeholders

Marks and Spencer 2017, page 44

Public sector organisations should consider how best to 
demonstrate how they are engaging with their stakeholders.

Clear demonstration of how 
the organisation engages 

with its stakeholders

7/7

http://annualreport.marksandspencer.com/M&S_AR2017.pdf
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What did we look for?

•	 Quantified KPIs aligned to strategic objectives.

•	 Balanced assessment of goals achieved and performance against targets.

Clear targets set

Strong links to strategic objectives

Quantification of non-financial objectives

Honesty in reporting of KPIs

Single Departmental Plans

1

2

3

4

5
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Clear targets set

Liverpool Victoria 2016, page 14

Targets set are clear and 
there is an explanation of 
how they are measured

Targets are set in advance 
of the next financial year, 

aiding accountability

Organisations should ensure that they report on progress 
made against targets set in previous annual reports, to 
enable users to easily monitor developments and hold the 
organisation accountable.

USER FRIENDLY EXAMPLE

The key helps users to determine 
whether a target has been achieved 
or not.
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https://www.lv.com/assets/non-product/pdfs/about-us/report-accounts/annual-report-2016/lv-ar-2016-whole-report.pdf
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Strong links to strategic objectives

John Lewis Partnership 2017, page 5

KPIs are quantified and clearly 
linked to strategic objectives

Financial and operational KPIs should be 
appropriately balanced across strategic 
objectives according to priority.

USER FRIENDLY EXAMPLE

John Lewis clearly signpost where a user 
can find more information if they wish.

3/6

https://www.johnlewispartnership.co.uk/content/dam/cws/pdfs/financials/annual-reports/jlp-annual-report-and-accounts-2017.pdf
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Quantification of non-financial objectives

Marks and Spencer 2017, page 19

USER FRIENDLY EXAMPLE

Icons are used to link KPIs to key 
resources and relationships.

Non-financial KPIs are quantified and the 
movement against the prior year is clearly 
stated to enable a reader to track progress
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http://annualreport.marksandspencer.com/M&S_AR2017.pdf
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Honesty in reporting of KPIs

Go-Ahead 2017, page 32

Honesty around KPIs that have not been met

5/6

https://www.go-ahead.com/content/dam/go-ahead/corporate/documents/FY17/Finalised_documents/GO129_AnnualReport_Final_170919.pdf
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Single Departmental Plans

HMRC 2016-17, page 49

Demonstration of progress against commitments made in a department’s Single 
Departmental Plan is important for accountability. Other public sector organisations 
could consider reporting against wider commitments which are relevant to them.

HMRC used a traffic light 
system to demonstrate 

progress against commitments
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https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/635587/HMRC_Annual_Report_and_Accounts_2016-17_web_.pdf
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Financial performance
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annual report

What did we look for?

•	 An understandable and fair reflection of financial performance 
which is consistent with the underlying financial statements.

•	 Discussion of actual performance against expected/budgeted performance.

Where the organisation spent its money

Comprehensive overview of expenditure

Analysis of the financial statements

Understandable trend analysis

1

2

4

5
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Explanation of budgets3
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Where the organisation spent its money

Legal Aid Agency 2016-17, page 18

Clear visual display of where 
LAA spends its money

Explanation of why figures 
have changed against the 

prior year

2/5

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/632150/laa-annual-report-2016-17.pdf


Good practice 
in annual reports 
2016-17

Financial performance 44

Strategy

Risks

Operations

Governance

Measures of success

Financial performance

People

External drivers

Understandable

Introduction

The NAO and the Building 
Public Trust Awards

Principles of a good 
annual report

Comprehensive overview of expenditure

Ministry of Justice 2016-17, page 9

Comprehensive overview of the 
Department’s main areas of spend

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/630239/moj-annual-report-2016-17.pdf
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Explanation of budgets

Department for Communities and Local Government 2016-17, page 61 (Ministry of Housing, Communities & Local Government as of January 2018)

Departmental budgets are very complicated and difficult for many 
users of annual reports to understand. Clear explanation of what 
different budgets include and why they are important is a key point.

3/5

Clear explanation 
of the department’s 

budgets and the sorts of 
expenditure each include

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/624324/59955_DCLG_ARA_2017_Web_Accessible.pdf
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Analysis of the financial statements

Action for Children 2016-17, pages 28-29

The financial performance section of the annual report should 
complement the financial statements by providing a strong, 
visual analysis of the financial performance of the organisation.

Financial analysis 
links back to 
the financial 
statements

Clear breakdown 
of income and 

expenditure by type
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https://www.actionforchildren.org.uk/media/9361/annual-report_2016_17_web_spreads.pdf
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Understandable trend analysis

Cancer Research 2016-17, page 30

Clear demonstration of changes in income 
compared to the prior financial year, 
demonstrating the drivers of change.
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http://www.cancerresearchuk.org/sites/default/files/cruk_annual_report_2016-17.pdf
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What did we look for?

•	 Discussion and quantitative analysis of people factors in the organisation.

•	 Details of equal opportunities and diversity in the organisation.

Staff numbers

Staff sickness

Equality, diversity and inclusion

Health and safety

1

2

4

5

1/6
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Staff numbers

Ministry of Justice 2016-17, page 66

USER FRIENDLY EXAMPLE

Creative way of illustrating the percentage of staff employed 
in each of the components of the Ministry of Justice group.

2/6

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/630239/moj-annual-report-2016-17.pdf
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Staff sickness

Legal Aid Agency 2016-17, page 54

Comparison to Civil 
Service Benchmark 

Clear demonstration 
of performance 
against target

3/6

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/632150/laa-annual-report-2016-17.pdf
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Employee engagement

Go-Ahead 2017, page 36

Go-Ahead links their people 
to strategy, key performance 

indicators and risk

The importance of staff is 
clearly set out

Key data sets over a five year 
period presented as graphics 
to support the wording above

4/6

https://www.go-ahead.com/content/dam/go-ahead/corporate/documents/FY17/Finalised_documents/GO129_AnnualReport_Final_170919.pdf
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Equality, diversity and inclusion

Highways England 2016-17, pages 54 and 56

Clear demonstration of actions 
taken for workforce

Consideration of equality and diversity 
from a customer perspective

5/6

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/638619/S160578_Highways_England_Annual_Report_V25_-_Web_.pdf
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Health and safety

Department for Communities and Local Government 2016-17, page 56

Disclosure of health and safety 
statistics increases transparency

Organisations should ensure they have a clear statement 
on compliance with health and safety procedures.

6/6

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/624324/59955_DCLG_ARA_2017_Web_Accessible.pdf
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What did we look for?

•	 Consideration of the external drivers that influence and impact 
on current objectives and performance.

Demonstrating the impact 
of external drivers

How external circumstances 
 are mitigated

1

2

1/4

How organisations can 
influence external factors3
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Demonstrating the impact of external drivers

SSE 2017, page 39

Concise explanation of how 
specific types of weather affect 
the business and its operations

2/4

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf
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How external circumstances are mitigated

Bakkavor 2016, pages 26 and 27

High level overview 
of the main 

external factors 
which may affect 
future operations

A feature in the 
risk register shows 

a strong level of 
awareness with steps 
on how they plan to 
mitigate the impact 

3/4

https://www.bakkavor.com/~/media/Files/B/Bakkavor-V3/PDF/AnnualReports/ar-2016.pdf


Good practice 
in annual reports 
2016-17

External drivers 57

Strategy

Risks

Operations

Governance

Measures of success

Financial performance

People

External drivers

Understandable

Introduction

The NAO and the Building 
Public Trust Awards

Principles of a good 
annual report

How organisations can influence external factors

Action for Children 2016-17, pages 10-11

Action for Children demonstrated how their work improves 
the lives of children they have worked with 

4/4

https://www.actionforchildren.org.uk/media/9361/annual-report_2016_17_web_spreads.pdf
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What did we look for?

•	 Use of plain English, graphics and appropriate layout to enable the user 
to understand and gauge the importance of the information presented.

•	 Clear structure to help users navigate the annual report.

•	 Concise summaries with links to further information as required.

•	 Use of different mediums to provide information.

Annual report on a page

Innovative use of media

Concise summaries

Frequently asked questions

1

2

4

5

1/7

Clear and consistent key to 
help navigate the annual report3 Glossary6
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Annual report on a page

Marks and Spencer 2017, pages 14-15

Summarising the annual report on a page can be a useful way of demonstrating 
what an organisation’s objectives are, how these are measured and what its 
main risks are. It is also a good way for the user to navigate the annual report, 
as if they want more information they can just follow the links.

Marks and Spencer summarised the key 
aspects of the annual report on a page

2/7

http://annualreport.marksandspencer.com/M&S_AR2017.pdf
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Innovative use of media

John Lewis Partnership 2017

John Lewis published an 
interactive version of their 

annual report, including video 
links explaining more about 

their business

Using video can be a powerful way of explaining how a business 
works. Many public sector organisations already have YouTube 
channels. Adding a link to a video can be a quick and easy way 
to communicate in a different way and really add value to users.

3/7

http://content.yudu.com/web/6chp/0A42vo4/ReportsandAccounts17/html/index.html?page=18
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Clear and consistent key to help navigate the annual report

Marks and Spencer 2017, inside front cover

Clear key throughout the 
report showing how the 
business model links to 

strategy and risk

4/7

http://annualreport.marksandspencer.com/M&S_AR2017.pdf
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Concise summaries

John Lewis Partnership 2017, throughout

John Lewis provided ‘In a nutshell’ summaries for key sections of the annual report

Summary boxes can be a powerful way of explaining complex issues in layman terms. 
Organisations could also consider using these to provide additional clarity within the 
financial statements themselves.
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https://www.johnlewispartnership.co.uk/content/dam/cws/pdfs/financials/annual-reports/jlp-annual-report-and-accounts-2017.pdf
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Frequently asked questions

SSE 2017, page 51

The responses are 
frank enabling a 
user to grasp the 

challenges the 
business is facing

FAQ section for each 
part of the business 
setting out the key 
areas a reader may 

be interested in

6/7

http://sse.com/media/472591/SSE-26520-AR2017-web-3-.pdf
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Glossary

Network Rail 2017, page 8

A glossary of key terms 
makes complex parts 

of the annual more 
accessible to report users

7/7

https://cdn.networkrail.co.uk/wp-content/uploads/2017/07/Network-Rail-Annual-report-and-accounts-2017.pdf
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