Checklist for Documentation Memo
This checklist includes format and development sections. Please carefully review your work using this form. If you would like to do so, also arrange for peer review of the memo. If you have any questions, please let me know.

Formatting of Memo

Please place an “X” in the second column if the design feature is applied to your memo.

	Design Feature
	X

	Memo one 8 ½ x 11” page
	

	1-inch margins on all sides
	

	Double-spaced memo header
	

	“To:, From:, Date:, and Subject:” in bolded 12-point Arial font
	

	Information following the To:, From:, Date:, and Subject:, header in 12-point Times or Times New Roman font
	

	Single-spaced body text
	

	Body text in 12-point Times or Times New Roman font
	

	Level-one headings in bolded 12-point Arial font
	

	No indention at the beginning of paragraphs
	

	one blank line between paragraphs
	

	No indention of paragraphs
	

	Left justification of text
	

	No heading for memo overview at the beginning of the memo’s body
	

	No heading for one to two line memo closing
	


Development of Memo

Please place an “X” in the second column if the subject area is covered in your memo. These items are not in any particular order.

	Subject
	X

	Named the software/coding you are documenting
	

	Defined the audience
	

	Assessed the audience’s technical expertise
	

	Defined the audience’s comfort-level with learning new technologies
	

	Explained the audience’s current familiarity with the software/coding you are documenting
	

	Included the audience’s typical approach to learning unfamiliar technologies
	

	Talked about the aspects of the software/coding your audience wants to learn
	

	Listed the possible course-related tasks your audience will perform with the software/coding 
	

	Offered a listing of the software/coding features you will include in your quick reference card (buttons, interface elements, menu bars, program-specific language, tools, commands, etc.)
	

	Described the procedures (step-by-instructions) you will include in your quick reference card
	

	Mentioned the definitions you will cover in your quick reference card (commands, interface, program-specific language)
	

	Discussed the visuals you will include
	

	Explained your familiarity with the software/coding
	

	Outlined your plan to learn more about the software/coding
	

	Requested approval for your project
	


Does your one- to two-sentence memo opening specifically address the content in your memo?

Have you organized your memo into logical sections? Are the paragraphs within those sections well-developed? 

Have you closed your memo with a “call for action” (in our case, a request for project approval)?

:
