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Genre Fact sheet 
Target audience All employees 
Overall challenge Ensure employees understand what to do and the order in which to do it.  

Indicate the correct form to use. Identify the related policy.  
Value added from applying principles of Clear and Effective Communication (9. Accessible not addressed here) 

Overall → ↓ $$ (↓ word count so ↓time) ↑ Efficiency (easier to review, edit, translate, update) ↑ Usability (easier to read and use info) 

1. Concise  Removed unnecessary verbiage. 5. Complete  Added learning resource. 

2. Chunked  Grouped SIMILAR types of info. 6. Relevant  Reworded and regrouped to show relevance of content. 

3. Scannable  Added better labels and headings. 
 Created standardized formats for this series. 

7. Coherent  Made it easy to distinguish between background and 
mandator steps. 

4. Accurate  Gave correct names of policy, form. 8. Inclusive  Ensured bias-free language.  
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