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To: English 414 Class Members
From: Dr. Amy C. Kimme Hea

Date: January 23, 2004
Subject: Clarifying Header and Paragraph Design for Your Documentation Memo

                 Assignment



This memo discusses level-one and level-two headers and full block paragraph design
.  
What is Full Block Formatting?

You are asked to use full block formatting for your documentation memo. Aptly Kim asked, “how can you tell the difference between a level-one header (like the one for this paragraph) and level-two headers? Without indention, how do you know when a new paragraph is created?” This page attempts to address these questions, while demonstrating full block page design.

How Can I Distinguishing between Level-One and Level-Two Headers?

This section is still about “full block formatting,” which is our level-one header, but it is a sub-section about the differences between level-one and level-two headers. This sub-section warrants a level-two header. Kim provided a good analogy for thinking of headers—they organize information much like an outline does. 


You can distinguish between level-one and level-two headers by the content offered in each section and by the design of the headers themselves. The content for our first section is general information about full block formatting, and our second sub-section is about headers in full block formatting. The design of our level-one header is Arial, 12-point, bolded, black font, and our level-two header is Arial, 12-point, bolded, italics, black font. 

How Do I Know When One Paragraph Begins and Another One Ends?

Notice that in the above sub-section, there are two separate paragraphs. One paragraph attends to the organizational purpose of headers and the other paragraph addresses content and design issues for creating headers. Keep in mind that creating headers is a matter of your best judgment. Just as with traditional paragraph structuring, you must determine your main topic and any sub-topics. Special Note: You likely only need level-one headings in your documentation memos.
 
By providing rhetorical and visual cues, headers help readers. Rhetorically, headers offer information about the purpose of the section. Well-written headers invite the reader to engage the text. The more interesting and accurate your header information, the more active your readers can be. Visually, headers allow readers to locate information more quickly. Headers help “chuck” information.
After reading this memo, you should have a better understanding of headers and full block design. Remember to include level-one headers and follow full block formatting in your own
 documentation memo.

�The margins of this page are 1-inch on all sides.





AND





To:, From:, Date:, and Subject: are bolded 12-point Arial font. Information following the To:, From:, Date:, and Subject:, header is 12-point Times New Roman font.


�I signed my initials on the memo.


�I have titled the memo with a descriptive title.


�I added a border line between my memo header and body. You do not have to do so.


�Here is my summary of the memo’s contents. Note that there is no header for this opening.


�My first section has a level-one header. Since I chose to ask a question, all the other level-one headers should be written as questions. Consistency like that is referred to as “parallelism.”


�Here is my level-two heading. This sub-section still attends to full block design, but more specifically to headers.


�Notice the next paragraph is denoted by the blank line.


�Here is my other level-tow heading. This sub-section still attends to full block design, but more specifically to paragraph distinction.


�REMEMBER, I am only demonstrating level-one and level-two headers because of Kim’s smart question in class. You likely ONLY need level-one headings for your documentation memo. 


�Here is the memo’s call to action. Notice that it does not have a heading, just as the memo summary does not have one.


�We will be working on your memo drafts in class on Thursday, January 29th. At that time, I can circulate and help you with the content and design of your memo.





