
Diary Planner Buying Guide
We’ve made it easy for you to choose the perfect diary planner for yourself or for someone else 

DESIGN
Often the first thing you look for when 
choosing a diary planner is the way it looks. 
Design has come a long way with everything 
from traditional through to fashionable now 
available to coordinate with your personal 
or corporate style. A diary’s design will also 
determine its durability and functionality.

Colour: Standard corporate colours including 
black, blue and burgundy are professional 
and still favourites, or choose something 
brighter to liven up your workspace and 
inspire creativity.
Material: Covers need to be hard-wearing, so 
a classic leather-look or linen cover will offer 
a luxurious, long-lasting material, or opt for 
hard cover or flexible PVC vinyl. Our glossary 
explains the various terms used to describe 
our diary covers. 

Pattern: Looking for something that 
expresses your personal style? You’ll find 
fashionable, traditional, classic and colourful 
covers to choose from. 
Binding: The binding of your diary planner will 
determine how you can use it. A casebound 
diary looks great sitting open or closed, 
while a wiro allows you the freedom to open 
your diary completely flat or even turn it 
back on itself to keep it open to a single 
page. Wiro binding can be concealed by the 
diary’s cover for a tidier look. If you need the 
flexibility to insert and remove pages you’ll 
prefer a refillable organiser.
Enviro Credentials: Be earth-friendly with 
a diary made from recycled materials, FSC 
certified paper, post consumer waste or with 
carbon offsets. Refillable organisers also offer 
an environmentally-friendly option. 

Choosing the same diary planner for everyone in the office may seem the easiest and 
cheapest option when placing your order but may not offer the best solution for your 
business. Each employee has their own needs and preferences and a cookie-cutter approach 
won’t make everyone happy. By tailoring choices to individual or team needs you can reduce 
complaints, maximise diary usage and cut costs by only getting what they really need.

We’ve put together a buying guide to make it easy for you to choose the perfect diary 



APPOINTMENT TIMES
The appointment time interval spacing 
of your diary is determined by your 
scheduling needs, with everything from 
no appointment times to high volume 
appointments times, and a variety of start 
and end times to keep you organised. 
Start and end times indicate the first and 
last time printed for each day, providing 
standard or extended business hours.

High: 
15 Min: 15 minute intervals for the highest 
volume appointment setting. 

Average: 
30 Min: 30 minute intervals for average 
appointment setting.
Standard: 
1 Hr: 1 hour intervals for standard 
appointment setting. 
None: 
No times: Just what it says – no 
appointment times are listed, leaving more 
room for you to jot down daily to-dos, take 
notes or messages, or use however you 
want.

SIZE
Diaries come in a range of sizes to suit 
your needs. Measurements are indicative 
values only and may describe page size 
rather than overall size.

Small:
Slimline: As the name suggests, this handy 
diary is slimmer than others, usually about 
the size of an Android phone.
Pocket: A tiny Pocket size is a great 
quick reference diary you can carry with 
you anywhere. Pocket sizes include A7 
(74x105mm) and B7 (88x125mm) and 
other sizes in this range.
A6: A6 is a quarter A4 (standard copy 
paper size) measuring in at 105x148mm. 
Bigger than a Pocket size but still small 
enough to carry around easily.

Mid-size:
B6: A less common size midway between 
A6 and A5, measuring 125x176mm. 
A5: A5 is a good compact size diary, 
usually offering the same features as a 
full size diary scaled down. A5 is half the 
size of A4 (standard copy paper size), 
measuring in at 148x210mm. Large 
enough for all your appointments and 
small enough to travel with you.
Quarto: Not quite a full size, Quarto offers 
enough page width and space without as 
much height as an A4. Measurements vary, 
but a good indication is 200x260mm).
Large:
A4: A full size diary with pages the size 
of standard copy paper (210x297mm). 
Perfect for executive use, bookings, or to 
keep on your desk.

STYLE
The style of your diary will depend on your 
scheduling needs and how bulky you want 
your diary to be. High volume appointment 
setters will need more space with at least 
one or 2 pages for each day, but factor in 
that this means more pages and a bulkier 
diary.

Occasional:
Week to View: 7 days across a 2-page 
spread, great for at-a-glance weekly 
planning. Available in both portrait and 
landscape formats, generally with smaller 
sizes only in landscape, eg. slimline.

2 Days to Page: 2 days positioned on a 
single page (ie. 4 days to a 2-page spread), 
ideal for keeping your diary compact. 
Generally only available in portrait.
Frequent:
1 Day to Page: Most popular format with 
full pages assigned to each day, offering 
plenty of space for appointment setting. 
Generally only available in portrait. 
2 Pages to Day: One day across a 2-page 
spread for high volume appointment 
setting like reservations and bookings or 
for sales reps. Generally only available in 
portrait.



INDUSTRY/SECTOR
Arts/Media: Small, occasional, standard appointment times
Business: Mid-size, occasional, standard appointment times
Education: Large, occasional, standard appointment times
Education (student): Mid-size, occasional, standard appointment times
Executive: Large, frequent, standard appointment times
Finance: Large, occasional, average appointment times; with financial summaries
Health: Large, frequent, high volume appointment times
Hospitality: Large, frequent, high volume appointment times
Industrial: Large, occasional, standard appointment times
Real Estate: Mid-size, frequent, high volume appointment times
Retail: Mid-size, frequent, no times
Sales: Large, frequent, high volume appointment times
Technology: Mid-size, occasional, standard appointment times

FEATURES
These are the little extras that can really come in handy. Want to call someone overseas 
or quickly find out when the school holidays occur? These are just a couple of examples 
of the features found in different diaries. Check out our glossary for a more extensive list 
of possible features to identify what best suits your needs.

QUESTIONS TO ASK WHEN CHOOSING A DIARY PLANNER
How do you use your diary – for appointments, tasks or other?
Do you schedule a lot of appointments, a few or none?
Do you plan by the minute, hour, weekly or monthly?
Will your diary stay at your desk or travel with you?
Will you be carrying it often?
Do you need it to lie open on your desk?
Do you have a lot of space on your desk or counter for it?
Is style important to you?
Do you need to keep track of multiple people?
Do you need to keep track of expenses?
What is your budget?



Diary Size Guide
Fit anything into your schedule

A4 (210x297mm)

Quarto (203x260mm)

Quarto Wiro (164x246mm)

B5 (176x250mm)

Desk (140x216mm)

A5 (148x210mm)

A5 Compact (127x190mm)

Slimline (82x162mm) A6 (105x148mm)
Pocket (100x150mm)

Pocket (76x108mm)

A7 (74x105mm)

B6/7 Landscape (176x88mm)

Slim Wiro (83x178mm)

Slim Pocket (72x105mm)



Glossary
DIARY FEATURES

12mth to View Calendar
Thumbnail views of all 12 month calendars, either calendar year 
(Jan-Dec), Financial Year (Jul-Jun) or 12 months forward (the next 
12 months, including into the next year)

15min Appointment Spaces Page layout allowing scheduling at 15 minute intervals

16 page Cash Summary Record and monitor cash payments for a chosen period

3 Year Calendar
3 full years of calendar dates in one layout, either last year, this year 
and next year; this year and the next 2 years; or the next 3 years, 
located either in the front or back of the diary

6mths to View Calendars
Thumbnail views of 6 month calendars, usually current month and 
next 5 months or next 6 months; generally located at the bottom of 
each page or 2-page spread

Address Section Area to record contact details for ready access

Appointment Times
Duration of timeslots plus first and last timeslot: 
eg. 15 minute / 30 minute / 1 hour
7:30am – 7:45pm

Bookmarker Ribbon used as a page holder

Business Card Pocket Area to store business cards

Conversion Tables Metric/imperial conversion tables for common measurements

Current & Forward Year Planning High level view calendars for current and next year/s with days and 
dates to plan ahead, usually located at the front of the diary

Document Flap Section incorporated into the diary cover to store papers

Expense Summary Track individual tax expenses and running total

International Dialling Codes A list of phone codes required to dial other countries

Julian Days/Day Count

A Julian Day indicates how many days since 1 January, eg. 9 May 
is day 129 (non-leap year);
Day Count shows how many days forward and back in the year, 
eg. 9 May is 129/236 – it’s the 129th day in the year and there are 
236 days left in the year (non-leap year)

Mylar-tabbed Mylar is a clear or coloured plastic film applied to the tab extension 
offering strong, easy to navigate dividers

Notes An area for note-taking

Personal Details Area to record personal contact details for ready access

Quarterly Expenses Summary Track individual tax expenses and running total 

Receipts & Payment Summary Track cash received, paid and remaining

Staff Leave Planner Usually a grid-view calendar for blocking out the dates of staff 
holidays to provide a high level view and avoid unwanted overlaps

Useful Information, eg. Holidays Other helpful information, usually public holidays and school terms

Week Numbers Where the current week sits positionally within the year

World Time Charts A chart outlining time zones for other countries and highlighting 
business hours for best calling times



VIEWS

Week to View
7 days across a 2-page spread, great for at-a-glance weekly 
planning. Available in both portrait and landscape formats, 
generally with smaller sizes only in landscape.

2 Days to a Page 2 days positioned on a single page (ie. 4 days to a 2-page spread), 
ideal for keeping your diary compact.

1 Day to a Page
Traditional format with full pages assigned to each day, offering 
plenty of space for appointment setting. Generally only available in 
portrait.

2 Pages to a Day
One day across a 2-page spread for high volume appointment 
setting like reservations and bookings or for sales reps. Generally 
only available in portrait.

PAGES

Anti-glare azure blue paper Anti-glare paper is low reflection making it easier to read and 
reduces eyestrain

Cream Warmer than true white and offers a more traditional look

Fine Ivory Warmer than true white and offers a more prestigious look

FSC mixed source

Forest Stewardship Council (FSC) is a global, not-for-profit 
organisation dedicated to the promotion of responsible forest 
management worldwide; a mixed source product contains a 
mixture of some/all of the following: fibre from an FSC-certified 
forest; reclaimed fibre; fibre from other controlled sources

Low reflection paper Reduces reflection from light sources, good for sensitive eyes

Post consumer waste A material that has served its purpose as a consumer product and 
then been recovered from waste

Recycled Produced from either manufacturing waste or post-consumer 
waste

White Traditional paper colour with the easiest contrast

BINDING

Casebound Pages have been glued to a spine with a hot-melt adhesive and 
attached to the hard cover by gluing the front and back pages

Refillable An open/close binding that allows pages to be inserted and 
removed with ease

Section-sewn
Pages are folded into sections that are sewn together and glued 
into a cover; section-sewn is the strongest binding style offering 
long-lasting durability

Twin-wiro
Wire is fed through punched holes to bind pages, allowing the 
diary to open completely flat and fold back on itself to remain open 
at a single page; twin wiro offers sturdier binding

Wiro
Wire is fed through punched holes to bind pages, allowing the 
diary to open completely flat and fold back on itself to remain open 
at a single page



COVERS

Durable Hard-wearing cover

Elastic wrap closure An elastic strap is attached to the diary and can be slipped over 
the closed diary to prevent easy opening

Leatherette Realistic faux leather that is resistant to dirt and liquids and easily 
cleaned with a damp cloth (either PU or PVC)

Linen Luxurious textile made from fibres of the flax plant, known for its 
durability and elegant weave

Matte finish Matte is a non-glossy, low glare laminate finish used to protect the 
cover

Padded PVC
Faux leather made from a synthetic plastic polymer (polyvinyl 
chloride) is often referred to as vinyl; provides a water-repellent 
cover

PU padded Faux leather made by covering a backing fabric with polyurethane 
and best replicates leather’s look and feel without the price-tag

PVC vinyl See Padded PVC

Recycled Made from recycled material

Soft look Has a lush, delicate appearance


