Document Layouts and Styles
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document layout & STYLE options

The layout of your documents in your manual should follow a consistent pattern to ensure that all readers of the documents are confident with their content.  This theme should be considered and chosen early on in the development of your manual to ensure uniformity from start to finish.

There are many options that exist with regard the various headings for your procedures, some of which are almost mandatory and many that are dependent upon your internal needs and those of the reader.

There are many decisions to make when first designing your company layout and the final template you implement will be most likely be unique to your company and its needs.  There are NO wrong templates; just the one that serves your purpose best is the aim.  To ensure a consistent document format and style the following formatting items must be considered.  The rules you develop will now be used throughout the contents of your manual.  

	Text
	All text is to be…

	Font Size
	All font size is to be size…

	Alignment
	To the left (no justification to be used).

	Headings
	All headings are to be…

	Numbered lists
	Numbering is to be…

	Bulleted lists
	Bullets are to be…

	Tabbing
	No tabbing is allowed.

	Line Spacing
	Single line spacing and returns to be used only.  No paragraph spacing to be used (eg 6pt before or after).

	Shortcuts
	Once a list of preferred text, paragraph and list styles is determined keyboard shortcuts may be applied to assist with easy formatting, detail those shortcuts in the template


Using styles

Styles start with choosing a base font style for all text.  Consider the format in which the documents will be used.  The ease of reading some styles may vary from printed format, to on screen such as in an email or Word document and to online web site format.

	Common
	Obscure

	Arial
	Book Antigua

	Calibri
	Cambria

	Tahoma
	Courier New

	Times New Roman 
	Rockwell

	Verdana
	Trebuchet


Once you have chosen your base style then you can choose the other styles that you may need within your documents so that you are able to use these style formats to emphasise headings or other important elements.

Options to consider may be

· Bold

· Underline (This too has its own styles)

· Italics

· Colour

· Justification

· Line spacing

You will then need to develop a list of style options to use throughout your writing.  It is important to develop these considering all of the above and to not vary from them if possible. Depending on the program you use you may be able to edit the style sheet within the program such as in MS Word or TKO Business Modeller to ensure that your documents remain consistent. The lists below reflect two sample choices, one using Calibri font and black text as its base, the other Verdana and mixed colour.

	Heading 1
	Heading 1

	Heading 2
	Heading 2

	Heading 3
	Heading 3

	Normal
	Normal

	Strong
	Strong

	Normal Hyperlink
	Normal Hyperlink

	Normal disclaimer font
	Normal disclaimer font


The next thing to consider is your lists styles which are your bullets and numbering.  

Numbered list

1. Level 1

a. Level 2

i. Level 3

1) Level 4

a) Level 5

Bulleted list

· 1

· 2

· 3

· 4

· 5

Other helpful devices to consider are keyboard shortcuts which will apply a font to a paragraph quickly.

TKO “Use Sample Template” sample text areas.

Within TKO are five areas that have a “use sample text” prompt.  This prompt can be seen when you open the editor in any of these specific areas.  The “use sample text” prompt is useful in ensuring that all of the documents you create within each of these areas have the same format and design.  The “use sample text” prompt in each area may be edited any time.

1. Vision & Mission statement – The sample text for this area is of least relevance as you will only create one Vision & Mission statement.  However the default sample text contained in TKO will enable you to commence the writing of this statement if used.

2. Key Business Areas description – Each Key Business Area sub section can have a description written of why this sub section is considered a key business area

3. Key Performance indicators – Each Key Performance Indicator you write has an “outcomes” field where the  “use sample text” prompt is found

4. Job Descriptions – Each role you create will have a specific job description.  The “use sample text” prompt will enable you to write text specific to each job description. 

5. Policy and procedures – The most often used of all “use sample text” prompts is when creating a new policy or procedure document

SAMPLE Vision and Mission Statement 

VISION

Vision statements can take many forms.  A vision is about what will success look like?

What is a dream state of the business?

Ask yourself:

· Why did I start this business?

· When a move on from this business, what would leave behind?

· What am I really providing for my customers beyond products and services?

· If my business could be everything I dreamed, how would it be?

MISSION

Every business needs to know what’s about. What precisely it is that they do.

Typical mission statements contained three components:

· The overall purpose of your business – what are you trying to achieve and why are you in business?

· What is your business to do?  What are the products and services it provides?

· What is important to your business?  What are your business core values?

Sample Key Business Area text

Relevance of this Key Business Area to our organisation

(Insert text as to the relevance and importance of this area to the organisation)
Business Models used

(Add notes on other industries/organisations/or management methods that provide a model to use)

Sample Key Performance Indicator text

(Insert text describing the outcomes that the business is looking to achieve by the key performance indicator)

· Description of the KPI

· Explanation of how it is calculated

· System where data is sourced from or how it is to be gathered

· How often it is to be measured

· Other?

Sample Job Description text

Principal purpose of position 

(Insert text here directly relevant to the principle purpose of position of the particular role you are documenting.  This should be a top level statement detailed the “why” this position exists in the company)
Level of Authority: 

(Insert text here directly relevant to the level of authority of the particular role you are documenting)
Work environment:

(Insert text here directly relevant to the work environment of the particular role you are documenting.  Include information about physical nature of work space and typical contact with others this role may have)
Essential job functions:

(Insert text here directly relevant to the essential job functions of the particular role you are documenting.  Points made here should be of a ‘top level’ nature and NOT information about every task that this role must do)

Sample policy and procedure text:

Policy/Procedure Title:  Name of Policy/Procedure

Note: If any of the sections of your final layout are not needed do not delete them, write “not applicable” not N/A!
Purpose

In this section:  provide an overview of the purpose of this policy/procedure. Beware of using abbreviations, acronyms and not yet defined terms.  Consider your opening line. i.e. “This procedure establishes guidelines for…”   

Scope 

In this section: To whom does this policy relate?  If this policy/procedure applies to some situations but not others explain this here

Background

In this section: include any background information which provides the context to the policy/procedure
Persons affected

Identifies the users of this document by location or department whichever is necessary.
Responsibilities
Summarizes the roles and responsibilities of all individuals involved with this document
Revision history
Shows a list of changes that have been made to the document in the past; complete with date, reason and person who changed it.
Definitions

In this section: All terminology used must be detailed here including defining acronyms and abbreviations
Legislation

Is this policy governed by legislation? If yes, provide legislation title.

Policy

Provide specific rules and guidelines that apply to this policy/procedure.  You may also make reference to other policies. 

Use a common opening phrase. “The policy of <Company> is to ensure:…

Procedure

Defines and outlines the rules, regulations, methods, timing, place and people needed to accomplish the policy or procedure.
Short paragraphs are preferable. The first sentence is to introduce the reader to the topic of the paragraph. Each major section or sub-section may be consecutively numbered. For example, sub-headings under Section 7 would be numbered 7.3, 7.4, 7.5 etc.

Statements should not include reference to a person’s name but should be limited to the use of position titles only.

You should attempt to restrict procedures to two pages.

Include details of related documentation both internal and external which should be read in conjunction with this policy/procedure.

For example

· Other Policies and Procedures

· Legislation

· Forms and checklists

· 3rd party manuals

· Video files

· Etc
Verification/ Authorisation/ Approved by
In this section include the title and name of the person who is responsible for this document having been approved for circulation.

There are other headings that are not detailed here but will be found from time to time when you come into contact with other companies manuals in the future.
The other consideration is numbering of documents.  Typically if numbering is to be used a format will be determined at the Key Business Area level that will then flow down to each document.  Numbering can be necessary for some purposes particularly when documents refer to each other but can also be a trap from which you will find no escape.[image: image1.png]
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