
Start engaging your audience.

Document design & formatting 
services to make your life easier

Visit fileroom.com
Spend your time wisely. 



We write, edit, design, format, illustrate, animate and produce print, digital and 
video communications for small, medium and large enterprises.

A simple, quick way of working has magnificent benefits

Fileroom is a secure, online content creation agency, not a freelance 
marketplace. We do it all for you – the fileroom platform brings our team and 
services directly to your desktop or mobile when you need us.

The sky is the limit

Welcome to fileroom

Our experience is genuinely extensive. We have an incredible team of 
experienced business consultants, document specialists, graphic designers, 
illustrators, screen writers, copywriters, content writers, technical writers, 
journalists, editors, video editors, directors and producers, animators, motion 
graphics artists and colour grading specialists. We can work on a wide range of 
print, digital and video communications meant for any purpose. Our team has 
created a broad range of communications for business and marketing initiatives 
across a multitude of industries. 

Our point of difference is that we make it convenient and easy for you to 
create content. Our team is world-class, and our skills speak for themselves.
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Document design & formatting services 
to make your life easier
Start engaging your audience

Communicating effectively with employees, clients, partners or stakeholders can be challenging. When you build brand and design elements into your written 
content you can engage your audience, bringing you great results.

Well-written, visually presented content is an essential factor for your target audience to become engaged with your products, services and ideas. Our team 
members are passionate about document design, formatting and making things look magnificent.

Our document design & formatting services below are tailored to your specific requirements.

Art & Illustration
Our design team use a combination of media techniques to 
design your document or presentation for print, digital and 
video communications. These include character illustrations, 
infographics, document covers, technical illustrations and 
specialised graphics for presentations and submissions.

Document Formatting
Your audience needs to read information with ease. Whether it 
is a tender, grant or award submission, business report, research 
paper, contract, or a whole brand refresh – your presentation 
should always look professional. Our document specialists can 
format to a variety of specifications and requirements.

Strategic Content Review
Our team will evaluate your written content from a tactical 
perspective to ensure the focus, structure, language, style 
and format suit its purpose and audience. Examples include 
reviewing tender submissions, grant applications and 
management system documentation against specification 
criteria.

Interactive Forms
Building on our PDF services, our document specialists can 
add interactive fields and data-gathering windows to static 
documents so your audience can respond electronically. 
We also add branding and other tailored elements, so your 
documents are super easy to use and keep your brand alive.

Well planned documents communicate well. They showcase 
your organisation, build your brand and deliver desired 
messages with great impact on your readers. We achieve this 
through our framework and style planning approach, where 
we use text, graphics and purpose written content to bring 
your communications to life.

Document Design

Great for screen presentations and for communicating 
complex information and ideas. These are a popular 
way to communicate facts, figures, data and messages 
in an attractive visual format. They breathe life into your 
communications in a colourful and memorable format.

Motion Graphics & Animation

Attract new clients, build existing relationships and capture 
new opportunities with ease. With so many channels 
available to communicate with your audiences, keeping up 
with writing for them all in a way that engages the right 
people is tough. Our writers and editors will take the angst 
out of articulation for you. 

Writing & Editing

We deliver a range of PDF services including converting PDFs, 
combining files, editing PDF text and images and organising 
pages, through to the creation of static forms. Our services 
are delivered online making it quick and easy to edit and 
convert your documents.

PDF Services



Your words structured and presented visually for maximum results

Ways to use our document design and formatting services in your content marketing strategy

Ways to use our document design and formatting services as part of your business communications strategy

Call us anytime on 1300 345 376 or schedule a call with our Customer Care 
team at a time that works for you by visiting the following link: 
info.fileroom.com/call

Ready to discuss your project with us? 
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End to end document services

What we can do for you

Not only can we offer you expert document design and formatting services for all types of 
business communications – whether they are strategic, operational or technical – we offer 
much more.

Fileroom is a full-service, one-stop content creation platform. We want to help you make 
a lasting impression on your clients, employees and stakeholders. Once you have signed 
off on your document framework and design theme, if you need, send it through to our 
writing and editing services team to perfect your content – offering you convenience and 
a quick turnaround.

Use our services to connect with your target audiences and keep their attention with 
strong headlines, well-structured copy, consistent brand design and messaging.

We can work on a variety of strategy documents, pitch decks, tenders, presentations, case 
studies and marketing collateral through to policies, procedures, reports, manuals, press 
releases and white papers – to name a few.

“Individually we are one drop. 
Together, we are an ocean.” 
Ryunosuke Satoro

Based on the requirements
of your project, we will 
undertake research to
ensure the content of your 
piece is well structured, 
evidenced, informative and 
of value to your audience.

We plan the document 
framework to meet your 
objectives, build a skeleton 
and get your approval before 
moving into design, formatting 
and writing or editing.

Final proofreading is 
done by our team 
before sharing with you 
for final review and 
approval. We will then 
format and prepare final 
electronic documents or 
print ready artwork 
based on the brief.

Discovery call
Project brief sign-off
Project team selection
Internal kick off meeting

Document Design,
     Formatting,
         Writing &
              Editing

Proofreading
& Delivery

Discovery

Research



47%
of business executives said it takes
8+ hours to design a presentation. 

of companies outsource
document design and
formatting to skilled
resources. 

Source: Venngage

Source: Venngage

Source: Venngage

Source: Kapost

Source:
Winning Tenders

Source: Nielsen Norman

Users look for facts online,
so incorporate facts to
attract and keep readers.

Source: Optin Monster

Source: Optin Monster

of businesses say they can’t produce
content consistently. 

Interesting Facts

Outsourcing your business and marketing document design and formatting needs 
comes in handy when you need to meet deadlines. These facts and figures show 
you the importance of  getting your presentation right and the wins that can be 
made with a few easy, affordable changes to your process.

60%
79%A reader’s average 

attention span
is now 8 seconds
1 second less
than a Goldfish.

34%

53%
of companies reuse
the same presentations
and content documents
between 2 and 4 times.

of B2B buyers share
whitepapers
with colleagues.

Tender success rates for
businesses are below 30%
due to failure to plan, 
address client needs
and comply with
specifications.

Source: HubSpot

make great lead magnets.
HubSpot’s top lead magnet
eBook was shared 

12,000 times.

eBooks

Why document design and formatting are essential to 
your business & marketing communications materials



Marketing

People perform a first impression in a mere  

Source: Optin Monster

Source: Optin Monster

Source: Optin Monster

Source: Optin Monster

Engagement

57%

93%

88%

of respondents indicated
grammatical errors
were one of the biggest
email faux pas.
Followed by profanity, 
irregular fonts, capitalised
subject lines, excessive
punctuation and lack of
a subject line, which 70%
said was unacceptable.
Source: Marketing Land

80%
ABC

42.2%

81%

Articles with an image once every 75-100 words
received double the social media shares as articles
with fewer images.   Source: BuzzSumo

Shorter copy
tends to perform better
on Twitter, with tweets
between 100 and 115
characters most likely
to be retweeted.
Source: Dan Zarella

of business executives
find it hard to
format
presentations
to keep their audience
engaged and excited.

50 milliseconds.

Source: Optin Monster

65%
of businesses find it challenging
to produce engaging content.

Source: Venngage

Audiences
respond and
engage with
highly visual
slide decks.

45.1%
of business executives find it
challenging to
summarise content
to fit into a presentation. 
Source: Venngage

Source: Venngage

Source: Medium
of all content is shared
on Facebook.

65% of marketers spend
between 2 and 15+ hours
producing visuals every week.

32% of marketers think
their content creation
workflow is fair or poor.

of B2B marketers said at least
10-30% of their content would
be interactive by 2020.

of Marketers plan to increase
their use of written content.

of Marketers see interactive
content as effective.

Source: Impact BND

Source: Social Media Examiner

Source: Content Marketing Institute

70% of consumers prefer
to learn about a brand’s product
and services through an article
rather than advertising.



Working with fileroom brings you 
many great advantages

Competitive 
Rates

Plentiful Revisions

Experienced
Team

Express delivery options  
for those urgent jobs.

Great Service Peace of  Mind

Collaboration tools 
to reduce time
spent writing 
and reviewing 

communications
content.

Streamlined review 
process to ensure
change requests 
are not missed.

Improved
Productivity

“Great things 
in business are
never done by
one person;
they’re done by a 
team of people.”
Steve Jobs



How fileroom works
We can be involved in the whole process with you from concept through 
to completion, or any specific step you need help with along the way.

Our 
delivery 

cycle

Select your 
service/s Choose  your 

delivery time

Accept 
your quote

Order processing & 
payment hold authorisation

Sign-in or
sign-up 
to fileroom

Complete 
the job brief

We complete 
your job

Job 
revisions 
if  required

Approve 
your job 
& final 
payment

Review our 
services

9

10

1
2

3

4   

5

6

7

8

“The secret of getting ahead 
is getting started.” Sally Berger



Enjoy peace of mind with fileroom
You can breathe and focus your time where it matters most, 

while you leave the fiddly work to us.

We have an incredible team of 
experienced business consultants, 

copywriters, content writers, 
technical writers, journalists, editors, 

graphic designers, video editors, 
directors and producers, animators 

and document specialists.

Experienced
Team

Brand Asset 
Management

Secure 
Platform

Order 
Tracking

Trust 
& Safety

Pay When You 
Approve

Upload, manage and store all your 
brand assets and master files in 

your very own brand room. 
Any content we produce for you will 
be added to your brand room for you 

to access and use as you need. 
We create it, you own it.

Fileroom operates on a highly 
secure cloud application platform. 
We apply security best practices 
and manage platform security 

proactively, so our clients can use 
our online services with confidence.

Accessed from your fileroom 
dashboard, our live job tracker 
monitors your jobs and makes 

it easy for you to confirm they are 
on schedule. You can track from 

order through to delivery.

Count on peace of mind when 
you sign-up, upload and develop 
content in the fileroom platform. 
We automatically issue you with a 

non-disclosure agreement. Keeping 
your content safe is our priority.

We believe that happy clients are 
long-term clients. We hold payment 

authorisation when you place an 
order. Payment is only processed 

once you have reviewed and 
approved your order. Your job 

is then delivered to your 
fileroom delivery box.

Frequent File Program
When you register, you can select to join our 
frequent file program where you can earn 
points to redeem against future orders.

Satisfaction Guarantee
We want you to be happy with our Services. We will only hold 
authorisation for payment on receipt of your order. Final payment 
will be processed once you have approved and accepted your job. 

Working with fileroom is a great way to embed a full-service 
content production team into your business, enabling time savings 
and improved productivity. We take away the pain and frustration 
from the content creation, production and review process.

We achieve this by integrating our management consulting 
experience into a unique and seamless strategic execution of your 
business objectives through our service delivery model.

What sets us apart



Working with
fileroom is easy.

Sign-up for free today and receive 
25 frequent file points to use 
for your first job. That’s $25.

Try something new.
Nothing ventured, nothing gained.

Visit fileroom.com to get started



Visit fileroom.comhello@fileroom.com.au+61 1300 345 376 


