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	Guidelines
	The company often dictates the tone and content of organizational manuals. Organizational manuals include, but are not limited to:

· Employee manuals

· Policy and procedure manuals

· Style guides

Good organizational manuals:

· Present information essential for the successful conduct of the organization’s business to specific groups of employees

· Reflect the reader’s needs

· Present information from a fresh perspective and in a manner optimized for the reader

· Do no employ an offensive tone or language

	
	SD = Strongly Disagree
	D = Disagree
	N/A = Not Applicable

	
	SA = Strongly Agree
	A = Agree
	


	PRIVATE 
Content and Organization

	Criteria
	SD
	D
	A
	SA
	NA

	Writing tone and style suit the purpose and audience
	
	
	
	
	

	Vocabulary and reading level are appropriate for the audience
	
	
	
	
	

	Organization and conventions are either inherently understandable or are explained
	
	
	
	
	

	Overall strategy for organizing the information suits the subject matter
	
	
	
	
	

	Similar kinds of information are presented consistently
	
	
	
	
	

	Writing is crisp and clean, with logical development of the subject matter at the right level of detail for reader 
	
	
	
	
	

	Writing is free of gender or ethnic bias
	
	
	
	
	

	Support information is appropriately place relative to the text it supports
	
	
	
	
	

	Notes, cautions, and warnings are clearly identified, positioned appropriately, and follow conventions for their meaning
	
	
	
	
	

	Terminology is defined in an effective place
	
	
	
	
	

	Comments:



	PRIVATE 
Copy Editing

	Criteria
	SD
	D
	A
	SA
	NA

	Spelling, punctuation, grammar, capitalization are correct and consistent
	
	
	
	
	

	Writing tone and style are consistent
	
	
	
	
	

	Treatment of wording in headings is consistent
	
	
	
	
	

	Copy is free of obvious technical errors.
	
	
	
	
	

	Terminology is used consistently
	
	
	
	
	

	Treatment of all elements (lists, examples, tables, and so on) is consistent
	
	
	
	
	

	References to information within and outside of the manual are correct and consistent
	
	
	
	
	

	Labeling, captions, and callouts for tables, illustrations, photos, and other support material is consistent
	
	
	
	
	

	Acronyms and abbreviations are spelled out and defined at first occurrence
	
	
	
	
	

	Table of contents is comprehensive, useful, accurate, and well edited
	
	
	
	
	

	Index is comprehensive, cross-referenced within, accurate, well-edited, with effective user of synonyms and considers the reader’s viewpoint of how to access information
	
	
	
	
	

	Comments:




	PRIVATE 
Visual Design

	Criteria
	SD
	D
	A
	SA
	NA

	Overall design, including the cover, is unified and appropriate for the purpose
	
	
	
	
	

	Layout of page elements contributes to readability and usability
	
	
	
	
	

	Typography is used as an effective design element
	
	
	
	
	

	Typography is easy to read
	
	
	
	
	

	Headings and footers are visually effective in helping readers find information
	
	
	
	
	

	Other navigation devices are used, as appropriate
	
	
	
	
	

	Graphics maintain the internal consistency of the publication
	
	
	
	
	

	Icons and symbols (if used) are explained and used effectively
	
	
	
	
	

	Graphics are suitable for the audience in tone, style, and content
	
	
	
	
	

	Graphics support the content effectively
	
	
	
	
	

	Graphics are consistently well designed, legible, and executed neatly
	
	
	
	
	

	Tables, charts, and diagrams are treated as graphic elements
	
	
	
	
	

	Captions and callouts are effective for illustrations, tables, photos, and other graphics
	
	
	
	
	

	Criteria
	SD
	D
	A
	SA
	NA

	Color (if used) adds to the appeal and usability of the publication and unifies its design effectively
	
	
	
	
	

	Size and binding are appropriate for purpose and audience
	
	
	
	
	

	Production materials are of appropriate durability and quality
	
	
	
	
	

	Print quality supports the readability and usability of the publication
	
	
	
	
	

	Comments:




	PRIVATE 
Overall

	Criteria
	SD
	D
	A
	SA
	NA

	Fulfills the purpose for the intended audience
	
	
	
	
	

	Integrates all elements into a readable and usable publication
	
	
	
	
	

	Shows evidence of creativity or originality
	
	
	
	
	

	Serves the interest of the publication’s sponsor
	
	
	
	
	

	Projects a professional image of the publication’s sponsor
	
	
	
	
	

	Comments:




General Comments:
Use this space to note the entry's strengths as well as areas for improvement. (You may attach additional pages.

