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Copywriting skills
with Lorraine Forrest-Turner




Content scenarios

Either use your own subject or choose one of the scenarios below to plan and write a new piece of copy. Don’t worry at this stage what the document will end up being (e.g., news story, email, social media content, etc.) Later, you’ll be writing about the same subject in different formats/styles for different audiences.


As this is only a writing exercise, you can:

· use the information provided to prompt your thoughts
· use your own knowledge of the subject
· make up ‘facts’ 
· or use a combination of all three

1. Your organisation is holding a ‘careers’ open day and you need to encourage local schools and colleges to attend. You also need help from colleagues to meet and greet, talk to visitors, organise hand-outs and refreshments, etc.

2. Your organisation has become a ‘Disability Confident’ employer. The status is awarded to employers who demonstrate to the Department of Work and Pensions that they’ve achieved, and are committed to, career development of disabled people. You want to use this news to raise awareness of your organisation’s ongoing commitment to diversity and help change attitudes, behaviours and cultures. 

3. Your organisation is one of the main sponsors of a local summer festival celebrating the town/district in which its based. You will have a marquee and stand at the event. You need everyone in the organisation to come up with ideas for appropriate attractions. You’d like as many locals as possible to come onto your stand and find out more about what you do.

4. Your organisation issues a staff survey every six months. You use the results to find out how well you’re communicating with employees, how happy everyone is, what would make the organisation better, etc. But response is usually poor. Less than 60% of employees take part. And almost 25% of those respond after the deadline. You need to encourage everyone to download and complete the survey by a given date.

5. Your organisation has had to withdraw a product or service due to cost cutting and you’re now receiving a huge amount of negative reaction on social media. Many of the comments are misquoting you and many more are simply making stuff up. You need to manage the situation positively. 


Planning a piece of copy

Using your idea, or one of my scenarios, plan what you want to say. Don’t write it yet. And don’t decide what type of document it will be. You will be writing about the same subject in different ways. Use as many or as few or the following questions as you need.



1. What do you want to achieve?
What is the purpose of your document? Why are you writing it? What do you want your reader to think, feel or do?



2. Who is your reader?
Internal? External? Both? Who might be reading this? Can you imagine a real person? What do they know already? What do they want to know or need to know? Most importantly, why would they be interested? What’s ‘in it’ for them?



3. What is your message?
What key points do you need to include? What is or has happened? When and how? Is there one key point that links the others? How will your message interest or benefit your audiences? Most importantly, what is the one main thing you want each audience to take from the piece? 
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Structure examples – inverted pyramid
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EXAMPLE OF INVERTED PYRAMID STRUCTURE – NEWS STORY

Police Scotland urges shoppers to buy Christmas presents from reputable sources

Police Scotland is launching a campaign to deter the public from buying potentially stolen goods over the festive period.

Officers are warning shoppers not to spend their money on any items they suspect have been stolen. These items may be funding serious or organised crime – and shoppers could receive a criminal conviction.

In the coming weeks, officers will be liaising with second-hand retailers in all major towns and cities. They will identify any items that may have been obtained as a result of an acquisitive crime offence. They will also be improving the information-sharing protocol between these businesses and Police Scotland.
 
Visits will also be paid to markets and stalls in various regions to ensure all goods being sold have been lawfully procured for sale.
 
Detective Superintendent Catriona Henderson is leading the campaign. She said: “The public have a vital role to play in helping stop reset crimes. They can question the origin of anything they are considering buying and refuse to purchase the items if there is any doubt.
 
“While it is natural to look for the best deal when buying any product, it is not acceptable to view the purchase of stolen goods as a cheaper alternative to buying in-store or online. In fact, it is a criminal offence to knowingly take possession of any item that has been obtained by criminal means.”

Anyone with information on the theft (or attempted resale of stolen) goods, should contact their local Police station or visit https://www.scotland.police.uk/contact-us/   
 



EXAMPLE OF INVERTED PYRAMID STRUCTURE – PRESS RELEASE

Soft Jellies Fizzy Fish swim into shore

Maynards Bassetts, one of the nation’s favourite confectionery brands since 1842, has announced its first ever sour Soft Jelly product – Soft Jellies Fizzy Fish. The product is the second in the Soft Jellies range; Soft Jellies Wild Safari was launched in 2018. 
 
The new product will be designed in the shape of fish to tap into consumers’ playful sides. Each bag will contain a selection of flavours, including consumer favourites orange, strawberry, blackcurrant and lime, made with natural colours and flavours.

Sour jellies are the fastest growing segment within jelly sweets, creating a significant opportunity for retailers to drive more sales by stocking up on sour products from established brands. Soft Jellies Fizzy Fish will be the second Maynards Bassetts product to tap into this growth opportunity, following the successful launch of Wine Gums Tangy, now worth £5.3M.

Anna Ulrich, Brand Manager for Joyful Candy at Mondelēz International, said: “We know sour jellies are incredibly popular with consumers already, so we can’t wait to see the new Soft Jellies Fizzy Fish drive retailers’ sales in this segment even further. With the unique Maynards Bassetts taste and made with natural colours and flavours, this new launch will certainly shake up the market by giving shoppers something fun and new to try.”   

The product will hit shelves from February in a 160g bag at an RRP of £1.32. Point of sale materials including clip strips and display material will be available to retailers to help disrupt shoppers and drive sales of the new launch.  

What does this mean to the independent retailer? 

· Drive sales with a new product from a much-loved heritage brand, now worth £113M
· Increase RoS with £1 price marked packs designed to grab shoppers’ attention
· Stock up now to make the most of the fastest-growing jellies segment

ENDS








Structure examples – inward spiral
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EXAMPLE OF INWARD SPIRAL STRUCTURE – FEATURE/ARTICLE/BLOG POST

Too good to be true? 
Christmas bargains that could have you committing an offence.

With the festive period now underway, many people across the country are hunting for bargains as they do their Christmas shopping.
 
However, Police Scotland is warning shoppers not to spend their money on any items they suspect have been stolen from a home or business.

Over the past few years, tackling housebreaking throughout Scotland has been a policing priority. Many areas have seen a significant reduction in crimes of this nature.
 
But where items are stolen as a result of housebreaking, theft or robbery, and not recovered, many end up being sold on to the public. These items are often at a cheaper price than you would find in a high street store or online.
 
Selling-on, or taking possession of stolen goods, is known as resetting. Police want to highlight to shoppers that buying stolen property is unacceptable as it helps fund further criminal activity.
 
In the coming weeks, officers will be liaising with second-hand retailers in all major towns and cities. They will identify any items that may have been obtained as a result of an acquisitive crime offence and improve the information-sharing protocol between these businesses and Police Scotland.
 
Visits will also be paid to markets and stalls in various regions to ensure all goods being sold have been lawfully procured for sale.
 
Detective Superintendent Catriona Henderson is leading this campaign. She said: “The public have a vital role to play in helping stop reset crimes. They can question the origin of anything they are considering buying and refuse to purchase the items if there is any doubt.”

The trade in fake goods also supports serious crime such as drug dealing, human trafficking and prostitution. In addition, those who trade in fakes pay no taxes and could be illegally claiming benefits In the UK.  This illicit trade is believed to cost the economy over £9 billion in lost revenue, almost 60,000 jobs and £4 billion in unpaid tax.

You may think you’re getting a bargain this Christmas. But it’s more likely you’re wasting your cash. And you could end up being charged if you knowingly take possession of any item that’s been obtained by criminal means.

	


EXAMPLES OF ENGAGING WRITING 


TK MAXX ‘about us’ extract

We’re an ever-changing mix of designers, top brands, up and coming labels, stylish fashion, homeware, gorgeous gifts and one-off gems for less. 

There’s a world of opportunity waiting for you every time you step through our doors. With 1,000s of possibilities and more arriving weekly, you’ll find something new every visit – even things you weren’t expecting.

Always up to 60% less (one thing that’s for sure).


Taylor & Green ‘about us’ extract

If you’ve ever bought French bread from a British supermarket that was so delicious you could have sworn you heard La Marseillaise in the background, chances are it was made with Taylor & Greene flour.


Dare you ride Future Land’s newest attraction? (social media post)

Buckle up, hold your breath and prepare yourself for the thrill of your life. Accelerating faster than a Formula 1 racing car, you will experience the exhilaration of G-force pinning you to your seat as you shoot 200ft into the air in less than half a second.


Structure examples – AIDA
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EXAMPLE OF AIDA STRUCTURE – WEBSITE COPY

Stay clear of stolen goods this Christmas

If you find a bargain this Christmas that seems too good to be true, it probably is.

You might think you’re getting a good deal on cheap goods. But it’s more likely you’re wasting your cash. 

And you could end up being charged if you knowingly take possession of any item that’s been obtained by criminal means.

Police Scotland has been tackling housebreaking across the country, and has seen a big reduction in crimes of this nature. 

But stolen goods not recovered from burglaries can end up being sold on to the public – usually at a cheaper price than you’d find in a high street store or online.

Over the next few weeks, officers will be talking to second-hand retailers and people working at market stalls to identify any items that might have been obtained illegally.
  
You can help the police – and yourself – by questioning the origin of anything you’re considering buying. And refusing to buy the items if you’re in any doubt.
 
Remember stolen items are often from another member of the public's home and were intended as a gift for a child, loved one or friend. 

Plus, unlike buying from a store or online retailer, you won’t be able to send or take things back if they’re faulty, substandard or unsuitable.

Please buy from reputable sources only. You’ll be helping yourself, the police, victims of crime and the economy. 

If you’re in any doubt, don’t buy the goods and do notify your local police station.

EXAMPLES OF AIDA STRUCTURE – EMAILS

Test drive the classy new MINI Clubman Bond Street

You don’t have to be a fashion aficionado or style guru to appreciate the new MINI Clubman Bond Street, but you’ll certainly pass for one when you drive it. 

This suave little number, inspired by London’s most upmarket shopping street, adds an extra dash of sophistication to the inherently practical MINI Clubman. 

Make a discreet but unmistakable entrance in Midnight Black paintwork with Cool Champagne contrast colour. Sink into exclusive leather lounge sport seats in Carbon Black with Deep Champagne piping. Relish the superb driving dynamics as the black 17” light alloy wheels spin out of the city. 

[bookmark: OLE_LINK63][bookmark: OLE_LINK64]For the most fulfilling retail therapy this side of W1, visit our website and have our personal shopper fix you up with a test drive. 


[bookmark: OLE_LINK65][bookmark: OLE_LINK66]Enjoy our taste of heaven with your little devils

Eldest won’t eat vegetables. Youngest won’t eat meat. And your other half won’t touch anything served with a deep-fried onion ring. 

No problem. 

Our authentic Mexican, Texan and Cajun dishes cater for all your fussy little (and not so little) devils.  

Dive into our famous fajitas made with chicken, beef, fish or veggies. Ask our gorgeous waiting staff to ‘hold the chilli’ on our blackened tuna. And choose from the biggest range of side dishes outside the US of A. (Onion rings not compulsory.)

Only be warned. Our food is so good, our diners have been known to stay out late – even on school nights. Which is fine if you don’t mind our owner bursting into song around 9.30pm.

Book online now and get 2 main meals for the price of 1. 







Medium and structure

See page 4 to 12 (for structure templates and examples) then choose ONE audience and ONE objective and decide how to reach that audience and what structure will be most suitable for that piece of writing.


1. Which audience will you target?
For example, internal or external? More specifically, staff, influencers, media? 



2. How will you reach that audience?
What is the most suitable medium/platform for your communication? Email, intranet, social media, third party media, report, flyer? How will the medium affect how you write the copy?



3. What structure is right for your chosen audience, medium and objective?
Are you primarily writing to inform, engage or persuade? Should you use the inverted pyramid, inward spiral or AIDA?



Headlines examples 

Examples of inform/no need to know more headlines/subheads

· Norovirus forces closure of two wards
· Northwest England hardest place to live for average earners
· Kent Police donates bikes to search volunteers	
· Search volunteers receive bikes from Kent Police
· Health and Safety team make unannounced inspections to keep staff safe
· Crossrail encourages women into construction with training and work experience
· Key points of meeting
· Recommendations
· Way forward
	
Examples of engage/read on headline/subheads

· Norovirus: how to spot the symptoms
· 7 ways to help prevent colds and flus
· Celebrating surprising achievements in community care
· Why you should get the flu jab	
· How to attract more women into construction 
· What is Shared Ownership?
· The tell-tale signs of domestic abuse
· Where angels fear to tread

Examples of persuade/do it headline/subheads	
					
· Help stop the spread of norovirus 
· Speak to your pharmacist about free flu jabs
· Stay active on campus
· Sign up for mental health webinar
· Keep yourself and your staff safe
· Share your views 
· Take a stand against abuse of the elderly
· Download the white paper



Openings and endings examples 

Examples of inform/no need to know more openings and endings

Council offers residents free online business training

We’re partnering with London Business School to offer free training courses to residents running or planning to run their own business. The five daily sessions will provide advice, guidance and support on how to set up and run a business. 

For more information on London Business School, visit their website www.rebelbusinessschool.co.uk OR To sign up for the next online business workshop, go to our website and complete the registration form.

Examples of engage/read on openings and endings

Helping residents become enterprising

It’s not easy running your own business, especially during difficult economic times. Plus, there’s all the admin, marketing and legal obligations of VAT and corporation tax to consider. That’s why we’re working with London Business School to offer residents free online business courses.

Doesn’t that great idea deserve an airing? Sign up for the next workshop and see what’s possible. OR Don’t let lack of experience stop you from starting a business. All you need is an idea, passion and little bit of help.

Examples of persuade/do it headline/subheads	
					
Join us for free online business training

Do you have a great idea for a new business? Are you struggling to make a success of your own business? Do you have the passion but lack the experience? Whatever your business challenge, our partners London Business School can help. 

Just 10 places left on ‘How to set up a new business’. Sign up now. OR Download our guide to running a successful business from home. OR Turn that hobby into a lucrative business opportunity. Join us for our first webinar on 1 September.



Headlines, openings and endings exercise

See the examples on the previous pages then write a headline, opening and ending for one of the following scenarios.

Choose to write in a summarising style and structure (no need for audience to read on) OR in an engaging/persuading style and structure (encourage audience to read on). 






1. Motor insurance survey story

You worked with a major insurance company to conduct a survey into how many of their motor insurance policy holders put their cars in their garages every night. The survey, carried out in May 2024, looked at 5,063 households across the UK. The findings revealed that 4,051 (80%) of respondents said they used their garages to store goods they no longer used but did not want to throw away. This left no room for household vehicles. As a result, the vehicles were left out in a driveway or on a public road. The findings suggest that the growing number of vehicle thefts and incidents of vandalism can be attributed to household garages being used for purposes other than the safe storage of motor vehicles.



2. Staff help keep children’s hospice open

You work for a multi-site organisation and Jim Peterson, a mechanic at your Edinburgh site, has led the crusade to raise money for a local children’s hospice, Rainbow. The hospice had been threatened with closure. Jim persuaded HR manager, Helen Ogilvy, to make Rainbow the site’s chosen charity for 2024. And he was the champion behind the whole fundraising campaign. Now, six months on, staff at the site have raised a phenomenal £5,000 through a series of imaginative fund-raising events. While Rainbow needs around £5m a year to operate, the £5,000 donation has given the hospice hope that it can remain open and has encouraged other companies to get involved. Rainbow is hugely grateful to Jim and the generosity of your Edinburgh staff.

Your first piece of writing

Use the planning and structuring exercises you did earlier (and the headlines and openings techniques you’ve just used) to write a headline, opening and ending for your first document. You will be writing it again differently later. 





· Choose one audience, medium and purpose

· (You’ll write about the same subject for a different audience, medium or purpose later.)

· Write a suitable headline, opening and ending for that audience, platform and purpose

· Write as much of the remaining copy as you can

· Feel free to use artistic licence to make up missing details







How to change style

The four paragraphs below say the same thing in a different style or tone of voice.

What techniques have been used to create the different styles?




Examples of different styles 

Formal, legal, academic, technical
Users are strictly liable for any loss, damage and breakages to the nutritional preparation equipment and facilities within the communal culinary premises howsoever caused.

Direct, business-like, plain English 
You are responsible for the equipment and dishes in the shared kitchen and will be expected to pay for any loss or damage.

Conversational, friendly, considerate
We want you to enjoy using our kitchen. 
But we’re sorry to say if you lose or break something, we’ll have to charge you the replacement cost.

Informal, fun, humorous 
Hire it. Use it. Leave it in good nick.
(Or we’ll have to slam one of those liability things on you.)




Your piece of writing in a different style

Using the same subject as before, rewrite the piece you did earlier for a different audience, medium/platform or purpose. For example, if you wrote a piece of informing copy before, write an engaging or persuading one now. Or if you wrote for an internal audience, write now for an external one. Consider your audience (a real person) and write in the appropriate style. 





· Choose a different audience, medium or purpose from before

· Write a suitable headline, opening and ending for this new audience, platform or purpose

· Write as much of the remaining copy as you can

· Make the style and/or content appropriate for this new audience, medium or purpose and different to your first piece of writing










Making your writing the best it can be – problems

The following examples are not badly written. We understand what they mean and there are no glaring errors.  

But they’re not examples of good writing. 

What’s wrong with them?





1. The formulation and implementation of policies to address environmental sustainability require careful consideration and thorough evaluation of the various factors influencing the effectiveness of such measures. 

2. (Three sentences below)

· For the second time in six months, a prisoner at Durham jail has died after hanging himself in his cell.
· If you’re a farmer, you are three times more likely to die than the average factory worker.
· There’s an overturned tractor trailer heading north on the M11.

3. The vibrant, shimmering, golden sun slowly sank behind the majestic, towering, ancient mountains, casting a warm, enchanting, and magical glow over the serene, tranquil, emerald-green valley below.



Making your writing the best it can be – beyond correct

The following letter is not badly written in terms of sentence structure, grammar, punctuation, flow and content accuracy. 

But it lacks something – what is that something?

How would you improve it?






Invitation to Unleashing Innovation in HR 

Dear (name)

[bookmark: OLE_LINK1]I hope this letter finds you well. It is with great pleasure that I extend an invitation to you for the upcoming Unleashing Innovation in HR conference, scheduled to take place on 22 March 2024 at the Congress Centre, London. This conference is set to be an unparalleled gathering of industry leaders, professionals, and innovators in HR systems, processes and practices, and we believe your presence would significantly contribute to the success of the event

Keynote speakers

We are thrilled to announce that Rebecca Khoury, Head of Policy and Strategy at NHS Providers will be one of our esteemed keynote speakers. With her extensive experience and ground-breaking contributions to HR, Ms Khoury is sure to inspire and enlighten our audience.

In addition, we are honoured to have Liam Moreau, Vice President of Human Resources at Kellogg’s, as another distinguished speaker. Mr Moreau is renowned for his visionary leadership and innovative approaches in HR, making his insights invaluable to our conference attendees.

Reasons to attend

In-depth insights: the conference will feature comprehensive discussions and presentations from experts in HR, providing you with invaluable insights into the latest trends, challenges, and opportunities.

Networking opportunities: connect with like-minded professionals, industry leaders and potential collaborators. The conference offers ample networking sessions where you can establish meaningful connections and partnerships.

Skills enhancement: attend workshops and sessions designed to enhance your skills and knowledge in HR. Gain practical, hands-on experience that you can apply directly to your professional endeavours.

Stay ahead of the curve: learn about cutting-edge technologies, emerging trends, and innovative strategies that will keep you ahead of the competition in today's rapidly evolving HR profession. 

Inspiration and motivation: interact with our keynote speakers and other thought leaders who will share their success stories, experiences, and strategies for overcoming challenges. Be motivated and inspired to achieve new heights in your career.

Please find the detailed agenda attached for your reference.

To confirm your attendance, please register online at Unleashing Innovation in HR 
by 20 March 2024.

We are confident that your participation will contribute significantly to the success of Unleashing Innovation in HR. We look forward to welcoming you to a memorable and enriching experience at the event.

Should you have any questions or require further information, please do not hesitate to contact our organising committee at info@unleashinginnovation.com or 01234 567890.

Thank you for considering our invitation, and we look forward to your positive response.

Yours sincerely


A N Other 
Conference Officer
Another@unleashinginfo.com 
01234 567890


Making your writing the best it can be – recognising clichés 

Clichés are victims of their own success. Originally neat little ways of saying things, overused they become a sign of insincerity and laziness. Plus, because they’re generalisations, they told tell the reader anything useful. 

The way to avoid clichés is to be honest and provide detail. Don’t try to sound good. Just write honestly and provide as much detail as necessary to prove your point.




Replacing clichés with sincerity examples

The following examples show how insincere and dull writing can be made authentic and engaging.

	We are a solutions provider committed to excellence.


	Our teams of cleaners, caterers, drivers and service engineers look after your premises as if it was their own.


	As a valued customer, you can be sure of our first-class service. 


	If we don’t deliver your pizza within 45 minutes, you can have it for free. 


	The business has gone from strength to strength. 


	The company’s turnover increased from £2 million to £4 million in just 18 months. 

	Going forward, we will be implementing a revolutionary new programme.

	From May 2024, we’ll introduce the first live online support service for care workers.


	This tough economic environment has created difficult trading platforms.


	With interest rates rising to over 5%, we’ve had to reduce our profit margins by 20%.

	The product is manufactured using revolutionary unique technology.


	Our patented manufacturing process enables the active ingredients to be released slowly in the animal’s gut.





Making your writing the best it can be – avoiding clichés

Use the examples from the previous page to create honest and useful copy for the following clichéd statements.

Remember, don’t try to sound good. Write honestly and provide as much detail as necessary to prove your point.




Replace clichés with sincerity 

You’ll need to imagine an organisation and use what they do to make up the details.


1. We put people at the heart of our business.




2. We’re reaching out to stakeholders and realigning our service offerings.




3. We use our technical expertise and commitment to personal service to ensure successful outcomes.  




4. The event promises to be an exciting, fun-packed day with something for all the family.




5. We’re seeking new talent to join our fast-growing and dynamic team. 







Your personal objectives

Write up to three things you’d like to get from today’s workshops – things that you currently struggle with and want to improve, new things that you’d like to learn, or things you’d like to refresh. 

We’ll come back to these at the end before you complete your evaluation form.






1.




2.




3.





1
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What the piece is about
Summary of key points – could 



stand alone if reader stopped here



Details in order of importance



What to do 
and/or further 
information



Extra info that might be relevant 
to some readers



The inverted 
pyramid (writing 
to inform)
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When to use 
the ‘inward 
spiral’?



● Opinion pieces
● Blog posts
● Case studies
● Profiles
● Interviews
● Stories 
● Speeches
● Social media content
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1. START
Sets scene
States point
Introduces person



2. MIDDLE
Builds argument
Presents evidence
Tells their story



4. NEAR END
Starts to
summarise
‘argument’
Solves problem



The inward spiral 
(writing to engage)



5. END
Sums up key 
point 
Might 
include  CTA



3. MIDDLE
Goes in deeper
Gives more detail 
Includes quotes
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When to use 
AIDA?



● Persuasive emails
● Event invitations
● Sales letters
● Adverts and advertorials
● Some flyers and brochures
● Website landing pages
● Social media content
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Using the six Ws to plan writing



govpd.co.uk | 0330 0947 344 | info@govpd.co.uk










Us ing  the s ix Wsto plan writing

govpd.co.uk | 0330 0947 344 | info@govpd.co.uk


image2.emf



When to use 
the ‘inverted 
pyramid’?



● Briefing documents
● Reports
● Summaries
● Minutes
● News stories
● Press releases
● Announcements
● Advice emails
● Website copy
● Social media content



govpd.co.uk | 0330 0947 344 | info@govpd.co.uk










When to use 

the ‘inverted 

pyramid’?

●

Briefing documents

●

Reports

●

Summaries

●

Minutes

●

News stories

●

Press releases

●

Announcements

●

Advice emails

●

Website copy

●

Social media content

govpd.co.uk | 0330 0947 344 | info@govpd.co.uk


image8.png




