Quick “job aid” for writing training materials that work

	Principle
	Key Questions to ask Yourself

	Attention/Motivation
	Is “what’s in it for me?” made clear in the introduction (i.e. how is the session content important to the participants, for their jobs and for ASME?)

	Influence/credibility
	Are the author’s/presenter’s credentials made clear?  Is reference made to new ideas or ideas the participants may have heard elsewhere?  Is the packaging/printing/PPT presentation professional and visually appealing? 

	Objectives
	Are they overtly stated?  Are they stated in terms of skills the participants will gain?  Are they stated in behavioral terms?

	Context/Familiarity
	Is the information in the session linked to what participants already know?  Is previously introduced or related content “recalled”?  Do explanations use already-known concepts and vocabulary as building blocks?

	Overview
	Is the information to be covered presented in a succinct, yet accurate, form?  Are the organization, sequence, format, and any unique features of the session explained?

	Chunking
	Are large amounts of information broken down into “chunks” of about 7 pieces per chunk, with each one labeled?  Are the names of all the chunks presented first, followed by a breakdown of each chunk, in sequence?

	Illustrations
	Are illustrations combined with captions or explanations to aid understanding?  Are illustrations sequenced from the less detailed, overview type to more detailed and specific?  Are color, highlighting, and arrows used to emphasize or separate key items?  Are a maximum of seven items used in each illustration?

	Intra-organizers
	Are the logical subsections of the session identified and highlighted by Subheadings, Course Maps, Short Phrases, or Tables?

	Relevant Examples
	Are at least two examples of each concept or idea used to show the variety of forms the concept can take?  Do the examples contain all the important characteristics that make the idea unique?  Are examples sequenced from easiest to most difficult?

	Text/PPT Layout
	Is there lots of white space on the pages?  Are matrices, tables, and flowcharts used to organize procedures or contrast concepts?  Are different typefaces/styles and colors used to highlight key points?  Are lists of items, except for sequenced procedures, bulleted?

	Frequent Relevant Practice
	Are there exercises or pop quizzes/questions at the end of each section/chunk of content presented?  Does the practice match the session objective and the skill to be developed?  Are the practices for the skill(s) spread throughout the session, not bunched in one place?

	Feedback
	Does the feedback come immediately after the response?  Is the correct answer to pop quizzes/questions given, along with an explanation?  

	Review
	Is all the essential information included and tied together? Are the key points highlighted?  Is there an example that extends the application of the information?

	Memory/reference
	Are there memory joggers (key words, analogies, mnemonics, and figures)?  Is there a job aid, in the form of a checklist, form, flow chart, table, reference document, diagram, glossary, or example?
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