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Guidelines
For purposes of this competition, Reference Materials is defined as publications that instruct and/or guide and that will be used (once or frequently) by individuals within an organization. Reference materials can also be compilations of an organization’s policies. Examples include, training materials, documentation sets, user and administrator Manuals, quick reference guides, and organizational manuals.

Training Materials include student guides, tutorials, workbooks, and instructor guides, or sets of these pieces.
Documentation Sets are intended to be used as a unit, and are typically packaged together. Examples include, but are not limited to, software documentation sets, multivolume reference materials. 
User and Administrator Manuals might include Software Guides. Hardware/Software Combination Guides, Computer Hardware Guides, and Non-computer Equipment Guides. 
Quick Reference Guides provide ready reference to features and functions about a product or service. These documents present essential information concisely and quickly, so it can be found easily. They often contain graphic devices and other job aids to help fulfill their purpose. 
Organizational Manuals present information essential for a business or organization to run successfully. Their audience is usually specific groups of employees, but might also include volunteers, outside auditors, etc. Organizational manuals include, but are not limited to Employee Manuals, Policy and Procedure Manuals, and Style Guides.
Please grade each criterion using the following scale:

	A = Strong
	B= Average
	C = Weak
	D = Absent
	N = Not applicable


	1. Content and Organization – Overall Comments

Use this area to comment on regarding content and organization. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments.



	Content and Organization

	Criterion
	Grade

	Audience is clearly defined
	

	Content meets the practical needs of the audience
	

	Writing tone and style suit the purpose and audience 
	

	Writing generates interest and holds the reader’s attention
	

	Vocabulary and reading level are appropriate to the audience
	

	Writing is free of unnecessary bias, for example, that of gender or ethnic group
	

	Technical complexity is handled effectively
	

	Similar kinds of information are presented in a consistent manner
	

	Organization and conventions are either inherently understandable or are explained
	

	Overall strategy for organizing the information suits the subject matter
	

	Concepts are presented clearly and effectively supported with clear, relevant, and meaningful information (such as examples, tables, charts, and illustrations)
	

	Charts, tables, illustrations, and other graphic elements are appropriately placed relative to the text they support
	

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

	Easy-to-find user or technical support information is included, as appropriate
	

	Quick-start procedures, tutorials, glossaries, appendixes, or reference sections are included when helpful or appropriate
	

	Learner prerequisites are clearly stated
	

	Description of materials and how they are to be used is provided
	

	Materials are organized and sequenced in sizable portions that facilitate learning
	

	Overviews are included at the manual, unit, and lesson levels
	

	Specific and measurable learning objectives for each lesson are clearly stated
	

	Instructional sequence begins just above entry-level skills and progresses from lower-level to higher-level skills
	

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

	Frequent examples are provided
	

	Scenarios are provided that build from lesson to lesson
	

	Use of repetition is appropriate to the learning progression
	

	Materials contain one or more feedback mechanisms that allow learners to test their learning; test items parallel the learning objectives
	

	Support information is appropriately placed relative to the text it supports
	

	Terminology is defined in an effective place
	

	Table of contents (if present) comprehensive, useful, accurate, well-edited
	

	Index (if present) is thorough, useful, accurate, well-edited
	

	Cross-references are used in the index correctly and accurately, and guide readers to preferred terms as necessary
	


	2.  Copy Editing – Overall Comments 
Use this area to comment on the copy editing of this publication. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments. 



	Copy Editing

	Criterion
	Grade

	Correct and consistent spelling, punctuation, grammar, capitalization
	

	Consistent formatting and typography
	

	Consistent writing tone and style
	

	Consistent treatment of wording in headings
	

	Consistent use of terminology
	

	Consistent labeling, captions, and callouts for tables, illustrations, photos, and other support material
	

	Acronyms and abbreviations spelled out and defined at first occurrence
	

	Copy is free of obvious technical errors.
	

	Treatment of all elements (lists, examples, tables, etc.) is consistent
	

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

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

	Index headings are distinguished from each other. 
	

	When index subheadings continue from right-hand to left-hand pages, complete continued lines are provided.
	

	Index cross-references are formatted and placed correctly and consistently. 
	

	Locators in the index are accurate and those for non-text material are annotated consistently and accurately.
	


	3. Visual Design and Production – Overall Comments

Use this area to comment on visual design and production. Please try to include three positive comments as well as three areas that could use improvement. Refer to the criteria listed in the table below to help develop your comments.  



	Visual Design and Production

	Criterion
	Grade

	The publication exhibits editorial control and a consistent overall look
	

	Navigational devices are consistent in their form and placement
	

	Consistent and accessible patterns for jumps and breaks are evident (if used)
	

	Layout of page elements contributes to readability and usability
	

	Typography is used as an effective design element
	

	Typography is easy to read
	

	Page headers and footers are visually effective in helping readers find information
	

	Headings are hierarchical in typography and reflect organization of material
	

	Headings are visually effective in helping readers find and follow information
	

	Other graphic elements such as rules and screens have been used to add visual interest or navigate the reader
	

	Graphics, whether functional, aesthetic, or thematic, maintain the internal consistency of the publication
	

	Graphics are used effectively to make concepts, complex information, and new ideas easier to comprehend
	

	Graphics are consistently well designed, legible, and neatly executed
	

	Elements such as tables and charts are treated as graphics elements in themselves (for example, table is balanced on the page)
	

	Captions and callouts are effectively used for all illustrations, tables, photos, and other graphics
	

	Color (if used) adds to the publication’s appeal and usability and unifies its design
	

	The publication reserves special and consistent significance for high-profile treatments, such as two-page spreads, foldouts, and the like
	

	Size and binding are appropriate for purpose and audience
	

	Production materials are of appropriate durability and quality
	

	Print quality supports the magazine’s readability and usability
	


	4. Overall Comments

Use this area to comment on the publication as a whole. Please try to include three positive comments as well as three areas that could use improvement.  Refer to the criteria listed in the table below to help develop your comments. 



	Overall

	Criterion
	Grade

	Fulfills the purpose for the intended audience/reflects the reader’s needs
	

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

	Integrates all elements into a readable and usable publication
	

	Evidence of creativity or originality
	

	Informative and credible
	

	Appealing, interesting, and useful to the intended audience
	

	Projects a professional image
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