Introduction

This guide contains information, exercises, and instructions for the How to Write a Useful Policies and Procedures Manual workshop. Because the materials are organized to follow the progress of the workshop, you can use them as a guide during the class and as a reference afterwards.

About the workshop

This one-day workshop is for anyone who needs to write or revise a policies and procedures manual. We’ll discuss issues and topics related to writing and producing effective procedures, review samples, and practice what we learn. While this course focuses on the content and style of a policies and procedures manual, it does not address the legal issues of developing policies. During the day, we’ll cover the following topics:

· Avoiding the pitfalls of poorly written policies and procedures manuals

· Ensuring the benefits of well-written manuals

· Getting to know your readers

· Identifying your purpose

· Pulling it all together: getting organized

· Using plain English

· Following tips for easy writing

· Checking for accuracy

· Using document devices to help the reader navigate

· Preparing for revision and updates
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