ITEC 715


ID Style and Scripting Checklist

	Self-check/Review Item
	Y/N

	Writing Style

	I have written all text in the 2nd person.
	

	I have minimized the use of passive voice.
	

	I have favored present tense.
	

	I have avoided empty phrases (e.g., “It is important to remember that…”).
	

	My writing is concise, clear, and to the point.
	

	I have spell-checked my writing.
	

	I have used boldface when referring to screen elements.
	

	I have written “Click,” not “Click on.”
	

	I have correctly capitalized all proper names.
	

	Trademark/registration/copyright symbols appear only on the first occurrence of a product name.
	

	There is no space on either side of my em-dashes.
	

	I have used fonts consistently with respect to size and font faces.
	

	My paragraphs do not begin with an indent.
	

	I have placed a blank line between my paragraphs.
	

	Unless explicitly told otherwise by my SMEs, I've written abbreviations without periods between the letters (e.g., "USA" not "U.S.A.")
	

	When I have used abbreviations or decades as plurals, I have not placed an apostrophe before the final "s" (e.g. "I learned my ABCs in the 1980s" is correct)
	

	

	Bulleted Lists

	My bulleted lists begin with an introductory phrase.
	

	All bullet items follow grammatically from the introductory phrase.
	

	My bulleted list items have no terminating punctuation (unless any are full sentences).
	

	I have placed a blank line between the introductory phrase and the first bullet item.
	

	I have placed a blank line after the last bullet item.
	

	Each list item begins with a capital letter.
	

	

	Questions

	The italicized phrase: Select the best choice: precedes my multiple choice questions
	

	If my multiple choice question begins with a stem that is an incomplete phrase, then I have moved phrases that begin each answer choice into the stem.
	

	Answer choices follow grammatically from the stem.
	

	If answer choices are numerical, they appear either in ascending or descending order.
	

	For “True or false” questions, the statement is preceded by the italicized phrase: True or false: 
	

	“True” always precedes “False” in the answer choices for my True/False questions.
	

	My questions are tied to my learning objectives, such that if my learners answer my questions correctly, it means they have achieved the learning objectives for the course (or enabling objectives that lead toward achieving the course learning objectives).
	

	
	

	Images

	My images are all unwatermarked and legally cleared for use in my course.
	

	If I have used images of people in my course, then I have also ensured that there is an appropriate mix of ages, genders, and ethnicities.
	

	If I have resized a photographic image, I have done so in a way that resizes both the height and the width by the same percentage, in order to avoid distorting the geometry of the image.
	

	
	

	Screen Elements

	My course pages all have on-screen directions (OSDs) that tell the learner what to do (outside of the content area of the course, though OSDs may also be present in the content area). (Example: "Click Next to continue.")
	

	All my course pages have Back and Next buttons. (Exception: the splash page.)
	

	All my course pages have either a Menu button that leads to a clickable table of contents for my course, or a clickable list of modules permanently present on the left side of the screen.
	

	The course title, module title, (optionally, the topic title), and the page title are visible on every screen (except maybe the splash page).
	

	My Next and Back buttons never lead to the interior pages of compound page-types.
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